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ORDERING INFORMATION 

 

1a. Authorized Special Item Numbers (SINs):  Pricing begins on page 5 

Special Item No. 736-1 Administrative Support and Clerical Occupations 

Special Item No. 736-2 Automatic Data Processing Occupations 

Special Item No. 736-3 General Services and Support 

Special Item No. 736-4 Information and Arts Occupations, Including Misc. Occupations 

Special Item No. 736-5 Technical and Professional Occupations 

 

1c. Description of all commercial job titles, experience, functional responsibility, and education for 

those types of employees or subcontractors who will perform services.  Please see attached 

labor category descriptions. 

2. Maximum order:  $1,000,000 

3. Minimum order:  $100 

4. Geographic coverage (delivery area):  Domestic 

5. Point of production (city, county, and state or foreign country):  Not Applicable 

6. Discount from list prices or statement of net price:  Government prices are net 

7. Quantity discounts:  None 

 

8. Prompt payment terms:  0%--Net 30 days 

9a. Government purchase cards are accepted below the micropurchase threshold 

9b. Government purchase cards are accepted above the micropurchase threshold 

10. Foreign items (list items by country of origin):  Not Applicable 

11a. Time of delivery:  As negotiated between Contractor and Ordering Agency  

11b. Items available for expedited delivery:  Contact Contractor 

11c. Overnight and 2-day delivery:  Contact Contractor 

11d. Urgent Requirements:  Contact Contractor 

12. F.O.B. Point:  Destination 

13a. Ordering address: 

Parker Tide Corp 

818 Connecticut Avenue, NW Suite 325 

Washington, DC 20006 

Tel.: (202) 833-6100   

Fax: (202) 833-6105 
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13b. Ordering Procedures:  For supplies and services, the ordering procedures, and information on 

Blanket Purchase Agreements (BPA’s) are found in Federal Acquisition Regulation (FAR) 

8.405-3. 

 

14. Payment address: 

Parker Tide Corp 

818 Connecticut Avenue, NW Suite 325 

Washington, DC 20006 

Tel.: (202) 833-6100 

Fax: (202) 833-6105 

 

15. Warranty provision:  Not Applicable 

16. Export packing charges:  Not Applicable 

17. Terms and conditions of Government purchase card acceptance (any thresholds above the 

micropurchase level):  None 

18. Terms and conditions of rental, maintenance, and repair:  Not Applicable 

19. Terms and conditions of installation:  Not Applicable 

20. Terms and conditions of repair parts indicating date of parts price lists and any discounts from 

list prices:  Not Applicable 

20a. Terms and conditions for any other services:  Not Applicable 

21. List of service and distribution points:  Not Applicable 

22. List of participating dealers:  Not Applicable 

23. Preventive maintenance:  Not Applicable 

24. Environmental attributes, e.g., recycled content, energy efficiency, and/or reduced pollutants:  

Not Applicable 

25. Data Universal Number System (DUNS) number:  009043600 

 

26. Parker Tide Corp is registered in the System for Award Management (SAM) database.      

CAGE Code:  1VPZ7 



 

Parker Tide Corp     GS-07F-0601N         Page 5 

(202) 833-6100 
 

PARKER TIDE CORP’S 

LABOR CATEGORY RATES 
 

SIN 736 -1       

Administrative Support & Clerical Occupations  

Accounting Clerk I $29.77  

Accounting Clerk II $32.71  

Accounting Clerk III $41.29  

Accounting Clerk IV $41.38 

Administrative Assistant $55.82  

Audio Visual Librarian $40.09  

Computer Data Librarian  $29.04  

Court Reporter $40.56  

Data Entry Clerk I $26.60 

Data Entry Clerk II $28.50 

Data Entry Clerk III $30.97 

Document Preparation Clerk $28.39  

Duplicating Machine Operator $28.39  

Film/Tape Librarian $29.87  

General Clerk I $29.46  

General Clerk II $31.62  

General Clerk III $35.61  

General Clerk IV $39.17  

HR Assistant $29.57  

HRIS Clerk I $25.60  

HRIS Clerk II $30.75  

HRIS Clerk III $35.13  

Key Entry Operator I $25.05  

Key Entry Operator II $26.74  

Medical Record Clerk $33.51  

Medical Record Technician $36.82  

Order Clerk I $29.84  

Order Clerk II $32.04  

Personnel Assistant (Emp) I $34.67  

Personnel Assistant (Emp) II $38.13  

Personnel Assistant (Emp) III $41.85  

Personnel Assistant (Emp) IV $38.02  

Receptionist $28.74  

Secretary I $34.54  

Secretary II $37.91  

Secretary III $46.06  

Secretary IV $43.71  

Secretary V $47.99  
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SIN 736 -1 (continued)       

Administrative Support & Clerical Occupations  

Stenographer I $29.92  

Stenographer II $32.87  

Survey Worker (Interviewer) $37.67  

Switchboard Operator-Receptionist $26.68  

Test Examiner $33.01  

Test Proctor $37.94  

Travel Clerk I $26.92  

Travel Clerk II $28.63  

Travel Clerk III $30.43  

Word Processor I $30.65  

Word Processor II $33.90  

Word Processor III $37.54  
 

SIN 736 -2       

Automatic Data Processing Occupations 

Computer Operator I $35.90  

Computer Operator II $39.50  

Computer Operator III $43.36  

Computer Operator IV $47.54  

Computer Operator V $52.05  

Computer Programmer I $47.76  

Computer Programmer II $47.76  

Computer Programmer III $47.76  

Computer Programmer IV $47.76  

Computer Systems Analyst I $47.76  

Computer Systems Analyst II $47.76  

Computer Systems Analyst III $47.76  

Peripheral Equipment Operator $35.90  
 

SIN 736 -3 

General Services and Support 

General Maintenance Worker $39.90  

Laborer (Grounds Maintenance) $26.57  

Maintenance Trades Helper $34.86  

Plumber $41.27  

Sales Clerk $25.01  

Shipping/Receiving Clerk $29.79  

Store Worker I $24.42  

Warehouse Specialist $34.46  
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SIN 736 -4 

Information and Arts Occupations 

Cashier $21.72  

Exhibits Specialist l $37.40  

Exhibits Specialist ll $44.97  

Exhibits Specialist lll $53.71  

Illustrator l $38.39  

Illustrator ll $46.20  

Illustrator lll $55.21  

Librarian $59.76  

Librarian Technician $37.45  

Photo Finishing Worker $26.78  

Photographer I $32.28  

Photographer II $35.87  

Photographer III $43.47  

Photographer IV $51.42  

Photographer V $59.56  

Survey Technician $38.98  
 

SIN 736 -5 

Technical and Professional Occupations 

Accounting Support $58.19  

Attorney I $50.75  

Attorney II $59.42  

Attorney III $77.89  

Audit Support $58.19  

Contracts Administration Mgr $65.31  

Contracts Administrator $41.93  

Contracts Specialist I $66.12  

Contracts Specialist Il $74.36  

Contracts Specialist Ill $82.61  

Contracts Specialist lV $90.85  

Contracts Specialist V $99.08  

Copyrighter I $30.06  

Copyrighter II $35.12  

Copyrighter III $46.07  

Copyrighter IV $54.29  

Editor $43.23  

Editor, Sr. $64.22  

Graphic Artist $48.47  
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SIN 736 -5 (continued) 

Technical and Professional Occupations 

Instructor $46.22  

Lead Contract Specialist I $107.33  

Lead Contract Specialist II $115.57  

Lead Contract Specialist III $123.80  

Lead Contract Specialist IV $132.05  

Lead Contract Specialist V $140.29  

Paralegal I $39.79  

Paralegal II $47.94  

Paralegal III $57.33  

Paralegal IV $68.18  

Personnel Analyst $35.13  

Procurement Analyst $43.66  

Procurement Clerk $28.13  

Procurement Manager $56.76  

Program Manager I $98.29  

Program Manager II $107.85  

Program Manager III $118.72  

Project Manager I $47.80  

Project Manager II $59.37  

Project Manager III $74.92  

Security Specialist $39.01  

Speechwriter $49.36  

Subject Matter Expert I $82.29  

Subject Matter Expert II $88.13  

Subject Matter Expert III $126.93  

Subject Matter Expert IV $145.25  

Subject Matter Expert V $180.42  

Subject Matter Expert VI $211.74  

Subject Matter Expert VII $244.69  

Systems Analyst I $43.51  

Systems Analyst II $55.35  

Systems Analyst III $63.18  

Systems Analyst IV $76.96  

Technical Writer $40.70  

Trainer I $41.64  

Trainer II $48.03  

Trainer III $59.02  

Trainer IV $69.37  
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PARKER TIDE CORP’S 

LABOR CATEGORY DESCRIPTIONS 

SIN 736 - 1 

Accounting Clerk I (Administrative, Support, and Clerical)      

Minimum/General Experience: 0-3 Years 

Minimum Education: High School Diploma or equivalent 

Functional Responsibility: Performs accounting activities such as maintenance of the general ledger 

and preparation of various accounting statements and financial reports. Has knowledge of commonly-

used concepts, practices, and procedures within a particular field. Relies on instructions and pre-

established guidelines to perform the functions of the job. Works under immediate supervision. 

Primary job functions do not typically require exercising independent judgment. Typically reports to a 

supervisor or manager. 

 

Accounting Clerk II (Administrative, Support, and Clerical)      

Minimum/General Experience: 2-5 Years 

Minimum Education: High School Diploma or equivalent 

Functional Responsibility: Performs accounting activities such as, maintenance of the general ledger 

and preparation of various accounting statements and financial reports. Familiar with standard 

concepts, practices, and procedures within a particular field. Relies on limited experiences and 

judgment to plan and accomplish goals to perform a variety of tasks. Works under general supervision; 

typically reports to a supervisor or manager. A certain degree of creativity and latitude is required. 

 

Accounting Clerk III (Administrative, Support, and Clerical)      

Minimum/General Experience: 5 Years 

Minimum Education: High School Diploma or equivalent 

Functional Responsibility: Performs daily accounting activities such as, maintenance of the general 

ledger and preparation of various accounting statements and financial reports. Familiar with a variety 

of the field's concepts, practices, and procedures. Relies on experience and judgment to plan and 

accomplish goals. Performs a variety of complicated tasks. May direct and lead the work of others. 

Typically reports to a manager or head of a unit/department. A wide degree of creativity and latitude is 

expected. 
 

Accounting Clerk IV 

Functional Responsibility:  Maintains journals or subsidiary ledgers of an accounting system and 

balances and reconciles accounts. Typical duties include one or both of the following: Reviews 

invoices and statements (verifying information, ensuring sufficient funds have been obligated, and if 

questionable, resolving with the submitting unit, determining accounts involved, coding transactions, 

and processing material through data processing for application in the accounting system); and/or 

analyzes and reconciles computer printouts with operating unit reports (contacting units and 

researching causes of discrepancies, and taking action to ensure that accounts balance). Employee 

resolves problems in recurring assignments in accordance with previous training and experience. 

Supervisor provides suggestions for handling unusual or nonrecurring transactions. Conformance 

with requirements and technical soundness of completed work are reviewed by the supervisor or 

are controlled by mechanisms built into the accounting system. Excluded from Level IV are 

positions responsible for maintaining either a general ledger or a general ledger in combination 

with subsidiary accounts. 
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Administrative Assistant (Administrative, Support, and Clerical)     

Minimum/General Experience: 2-4 Years 

Minimum Education: High School Diploma  

Functional Responsibility:  Provides administrative support to an individual or office. Supplies 

information, maintains files, schedules appointments, produces correspondence and otherwise relieves 

officials of minor administrative and business detail. Familiar with standard concepts, practices, and 

procedures within a particular field. Relies on experience and judgment to plan and accomplish goals. 

Performs a variety of tasks. Works under general supervision; typically reports to a supervisor or 

manager. A certain degree of creativity and latitude is required. 

 

Audiovisual Librarian           

Functional Responsibility:   

Plans audiovisual programs and administers library of film and other audiovisual materials. Assists 

patrons in selection of materials, utilizing knowledge of collections. Advises other library personnel on 

audiovisual materials and appropriate selection for particular needs and uses. Establishes and maintains 

contact with film distributors and other resources for procurement of tapes and cassettes. Evaluates 

materials, considering their technical, informational, and aesthetic qualities, and selects materials for 

library collections. Prepares summaries of acquisitions for catalog. Prepares and arranges audiovisual 

programs for presentation to groups and may lead discussions after film showings. Advises those 

planning audiovisual programs on technical problems, such as acoustics, lighting and program content. 

Evaluates audiovisual equipment and gives advice in selection of equipment, considering factors, such 

as intended use, quality, and price. May advise in planning and layout of physical facilities for 

audiovisual services. May operate film projectors, splicers, reminders, film inspection equipment, and 

tape and record playing equipment. May train personnel in operation and maintenance of audiovisual 

equipment. 

 

Computer Data Librarian           

Functional Responsibility:  Maintains library of media (tapes, disks, cards, cassettes) used for 

automatic data processing applications. Classifies, catalogs, and stores items in accordance with 

standardized system. Issues media for processing on request. Maintains record of items received, 

stored, issued, and returned. Examines returned media for damage or excessive wear to determine if 

they need replacing. May make minor repairs to damaged tapes. 

 

Court Reporter (Legal Services)          

Minimum Education: May require 2-4 year training program at a vocational school  

Functional Responsibility:  Documents court proceedings by using a stenotype machine. Has 

knowledge of commonly-used concepts, practices, and procedures within a particular field. Relies on 

instructions and pre-established guidelines to perform the functions of the job. Works under immediate 

supervision. Primary job functions do not typically require exercising independent judgment. Typically 

reports to a supervisor or manager. 

 

Data Entry Clerk I (Administrative, Support, and Clerical)      

Minimum/General Experience: 0-3 Years 

Minimum Education: High School Diploma or equivalent 

Functional Responsibility:  Operates a data entry device to record or verify a variety of standard 

and/or complex coded or un-coded business and statistical source data into a computer. Has knowledge 

of commonly-used concepts, practices, and procedures within a particular field. Relies on instructions 

and pre-established guidelines to perform the functions of the job. Works under immediate supervision. 
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Primary job functions do not typically require exercising independent judgment. Typically reports to a 

supervisor or manager. 

 

Data Entry Clerk II (Administrative, Support, and Clerical)       

Minimum/General Experience: 2-5 Years 

Minimum Education: High School Diploma or equivalent 

Functional Responsibility:  Operates a data entry device to record or verify a variety of standard 

and/or complex coded or un-coded business and statistical source data into a computer.  

Familiar with standard concepts, practices, and procedures within a particular field. Relies on 

experience and judgment to plan and accomplish goals. Performs a variety of tasks. Works under 

general supervision; typically reports to a supervisor or manager. A certain degree of creativity and 

latitude is required. 

 

Data Entry Clerk III (Administrative, Support, and Clerical)      

Minimum/General Experience: 5 Years 

Minimum Education: High School Diploma or equivalent 

Functional Responsibility:  Operates a data entry device to record or verify a variety of standard 

and/or complex coded or un-coded business and statistical source data into a computer.  

Familiar with a variety of the field's concepts, practices, and procedures. Relies on experience and 

judgment to plan and accomplish goals. Performs a variety of complicated tasks. May direct and lead 

the work of others. Typically reports to a manager or head of a unit/department. A wide degree of 

creativity and latitude is expected. 

 

Document Preparation Clerk (Document Preparer)       

Functional Responsibility:  Prepares documents such as brochures, books, periodicals, catalogs, and 

pamphlets for copying or photocopying, photographic, and other reproducing office machine. Cuts 

documents into individual pages of standard size and format when allowed by margin space, using 

paper cutter or razor knife. Reproduces document pages as necessary to improve clarity or to reduce 

one or more pages into single page of standard size for copying machine being used, using 

photocopying machine. Stamps standard symbols on pages or inserts instruction cards between pages 

of material to notify Duplicating Machine Operator of special handling, such as manual repositioning 

during copying procedure. Prepares cover sheet and document folder for material, and index card for 

organizations' files indicating information, such as organization's name and address, subject or product 

category, and index code to identify material. Inserts material to be copied in document folder, and files 

folder for processing according to index code and copying priority schedule. 

 

Duplicating Machine Operator (Photocopy Machine Operator)      

Functional Responsibility:  Operates one or more photocopying, photographic, mimeograph and 

duplicating office machines to make copies of documents such as letters, reports, directives, manuals, 

articles and bulletins. Operates small binding machines. Performs clerical duties associated with the 

request for printing and photographic services. Prepares assembly sheets and printing requisitions with 

specifications for printing and binding. Keeps record of work, and delivers and picks up work. 

Performs minor repairs and preventive maintenance. Maintains an inventory of supplies and parts 

needed for reproduction equipment. Important variables may be indicated by trade name of machine 

operated. 

 

Film/Tape Librarian (Audiovisual Service Clerk)       

Functional Responsibility:  Classifies, catalogs, and maintains library of motion-picture films, 

photographic slides, and video and audio tapes. Classifies and catalogs items according to contents and 
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purpose, and prepares index cards for file reference. Stores item according to classification and catalog 

number. Issues item as requested or recommends item for a particular subject. Maintains records of 

items received, stored, issued, and returned. Examines returned item for damage. May make minor 

repairs to damaged film. May maintain a stock record system for the loan and turn of audiovisual 

equipment. 

 

General Clerk I            

Minimum/General Experience: 0-3 Years 

Minimum Education: High School Diploma or equivalent 

Functional Responsibility:  Responsible for performing daily office tasks such as filing, recording, 

maintaining records, copying, posting, and other similar duties, using a computer terminal, typewriter, 

and other word processors. Has knowledge of commonly-used concepts, practices, and procedures 

within a particular field. Relies on instructions and pre-established guidelines to perform the 

functions of the job. Works under immediate supervision. Primary job functions do not typically 

require exercising independent judgment. Typically reports to a supervisor or manager. 

 

General Clerk II            

Minimum/General Experience: 2-5 Years 

Minimum Education: High School Diploma or equivalent 

Functional Responsibility:  Responsible for performing daily office tasks such as filing, recording, 

maintaining records, copying, posting, and other similar duties, using a computer terminal, typewriter, 

and other word processors. Familiar with standard concepts, practices, and procedures within a 

particular field. Relies on experience and judgment to plan and accomplish goals. Performs a variety of 

tasks. Works under general supervision; typically reports to a supervisor or manager. A certain degree 

of creativity and latitude is required. 

 

General Clerk III            

Minimum/General Experience: 5 Years 

Minimum Education: High School Diploma or equivalent 

Functional Responsibility:  Responsible for performing daily office tasks such as filing, recording, 

maintaining records, copying, posting, and other similar duties, using a computer terminal, typewriter, 

and other word processors.  Familiar with a variety of the field's concepts, practices, and procedures. 

Relies on experience and judgment to plan and accomplish goals. Performs a variety of complicated 

tasks. May direct and lead the work of others. Typically reports to a manager or head of a 

unit/department. A wide degree of creativity and latitude is expected. 

 

General Clerk IV            

Functional Responsibility:  Uses some subject-matter knowledge and judgment to complete 

assignments consisting of numerous steps that vary in nature and sequence. Selects from alternative 

methods and refers problems not solvable by adapting or interpreting substantive guides, manuals, or 

procedures. Typical duties include: assisting in a variety of administrative matters; maintaining a wide 

variety of financial or other records; verifying statistical reports for accuracy and completeness; and 

handling and adjusting complaints. May also direct lower level clerks. Positions above level IV are 

excluded. Such positions (which may include supervisory responsibility over lower level clerks) 

require workers to use a thorough knowledge of an office's work and routine to: 1) choose among 

widely varying methods and procedures to process complex transactions; and 2) select or devise 

steps necessary to complete assignments. Typical jobs covered by this exclusion include 

administrative assistants, clerical supervisors, and office managers. 
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Human Resources Assistant (Administrative, Support, and Clerical)     

Minimum/General Experience: 0-2 Years 

Minimum Education: May require an associate's degree in a related area  

Functional Responsibility:  Provides support in functional areas of a human resources department, 

which may include recruitment and employment, personnel records, employee and/or labor relations, 

job evaluation, compensation management, benefits administration, organization development and 

training. Has knowledge of commonly-used concepts, practices, and procedures within a particular 

field. Relies on instructions and pre-established guidelines to perform the functions of the job. Works 

under immediate supervision. Primary job functions do not typically require exercising independent 

judgment. Typically reports to a supervisor or manager. 

 

HRIS Clerk I (Administrative, Support, and Clerical)       

Minimum/General Experience: 0-3 Years 

Minimum Education: High School Diploma or equivalent 

Functional Responsibility:  Performs routine administrative tasks in support of the HRIS (Human 

Resources Information Systems) group. Inputs data into a computer processing system and reviews 

output for accuracy. Has knowledge of commonly-used concepts, practices, and procedures within a 

particular field. Relies on instructions and pre-established guidelines to perform the functions of 

the job. Works under immediate supervision. Primary job functions do not typically require exercising 

independent judgment. Typically reports to a supervisor. 

 

HRIS Clerk II (Administrative, Support, and Clerical)       

Minimum/General Experience: 2-5 Years 

Minimum Education: High School Diploma or equivalent 

Functional Responsibility:  Performs routine administrative tasks in support of the HRIS (Human 

Resources Information Systems) group. Inputs data into a computer processing system and reviews 

output for accuracy. Familiar with standard concepts, practices, and procedures within a particular 

field. Relies on limited experience and judgment to plan and accomplish goals. Performs a variety of 

tasks. Works under general supervision; typically reports to a supervisor. 

 

HRIS Clerk III (Administrative, Support, and Clerical)       

Minimum/General Experience: 5 Years 

Minimum Education: High School Diploma or equivalent 

Functional Responsibility: Performs routine administrative tasks in support of the HRIS (Human 

Resources Information Systems) group. Inputs data into a computer processing system and reviews 

output for accuracy. Familiar with a variety of the field's concepts, practices, and procedures. Relies on 

experience and judgment to plan and accomplish goals. Performs a variety of complicated tasks. May 

lead and direct the work of others. May report directly to a supervisor. 

 

Key Entry Operator I           

Functional Responsibility:  Work is routine and repetitive. Under close supervision or following 

specific procedures or detailed instructions, works from various standardized source documents which 

have been coded and require little or no selecting, coding or interpreting of data to be entered. Refers to 

supervisor problems arising from erroneous items, codes, or missing information. 

 

Key Entry Operator II           

Functional Responsibility:  Work requires the application of experience and judgment in selecting 

procedures to be followed and in searching for, interpreting, selecting, or coding items to be entered 

from a variety of source documents. On occasion may also perform routine work as described for Level 
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I. Excluded are operators above Level II using the key entry controls to access, read, and evaluate the 

substance of specific records to take substantive actions, or to make entries requiring a similar level of 

knowledge. 

 

Medical Record Clerk           

Functional Responsibility:  Compiles, verifies, and files medical records of hospital or clinic patients 

and compiles statistics for use in reports and surveys. Prepares folders and maintains records of newly 

admitted patients. Reviews contents of patients' medical record folders, assembles into standard order, 

and files according to established procedure. Reviews inpatient and emergency room records to insure 

presence of required reports and physicians' signatures, and routes incomplete records to appropriate 

personnel for completion or prepares reports of incomplete records to notify administration. Checks list 

of discharged patients to insure receipt of all current records. Compiles daily and periodic statistical 

data, such as admissions, discharges, deaths, births, and types of treatment rendered. Records diagnoses 

and treatments, including operations performed, for use in completing hospital insurance billing forms. 

May maintain death log. May type and process birth certificates. May assist other workers with coding 

of records. May make copies of medical records, using duplicating equipment. May schedule and post 

results of laboratory tests to records. 

 

Medical Record Technician (Medical Record Administrator)      

Functional Responsibility:  Maintains medical records of hospital and clinic patients. Reviews 

medical records for completeness and accuracy. Codes diseases, operations, diagnoses, and treatments. 

Compiles medical care and census data for statistical reports. Transcribes medical reports. Maintains 

indexes on patient, disease, operation, and other categories. Directs routine operation of medical record 

department. Files, or directs Medical Record Clerk to file, patient records. Maintains flow of medical 

records and reports to departments. May assist medical staff in special studies or research. 

 

Order Clerk I            

Functional Responsibility:  Handles orders involving items which have readily identified uses and 

applications. May refer to a catalog, manufacturer's manual or similar document to insure that proper 

item is supplied or to verify price of ordered item. 

 

Order Clerk II            

Functional Responsibility:  Handles orders that involve making judgments such as choosing which 

specific product or material from the establishment's product lines will satisfy the customer's needs, or 

determining the price to be quoted when pricing involves more than merely referring to a price list or 

making some simple mathematical calculations. 

 

Personnel Assistant (Employment) I         

Functional Responsibility: Performs routine tasks which require a knowledge of personnel procedures 

and rules, such as: providing simple employment information and appropriate lists and forms to 

applicants or employees on types of jobs being filled, procedures to follow, and where to obtain 

additional information; ensuring that the proper forms are completed for name changes, locator 

information, applications, etc. and reviewing completed forms for signatures and proper entries; or 

maintaining personnel records, contacting appropriate sources to secure any missing items, and posting 

items such as dates of promotions, transfer, and hire, or rates of pay or personal data. If this 

information is computerized, outside inquiries for simple factual information, such as verification of 

dates of employment in response to telephone credit checks of employees. some receptionist or other 

clerical duties may be performed. May be assigned work to provide training for a higher level position. 
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Detailed rules and procedures are available for all assignments. Guidance and assistance on unusual 

questions are available at all times. Work is spot checked, often on a daily basis. 

 

Personnel Assistant (Employment) II         

Functional Responsibility:  Examines and/or processes personnel action documents using experience 

in applying personnel procedures and policies. Ensures that information is complete and consistent and 

determines whether further discussion with applicants or employees is needed or whether personnel 

information must be checked against additional files or listings. Selects appropriate precedents, 

rules, or procedures from a number of alternatives. Responds to varied questions from applicants, 

employees, or managers for readily available information which can be obtained from file material or 

manuals; responses require skill to secure cooperation in correcting improperly completed personnel 

documents or to explain regulations and procedures. May provide information to managers on 

availability of applicants and status of hiring actions; may verify employment dates and places supplied 

on job applications; may maintain personnel records; and may administer typing and stenography test. 

Completes routine assignments independently. Detailed guidance is available for situations which 

deviate from established precedents. Clerks/assistants are relied upon to alert higher level 

clerks/assistants or supervisor to such situations. Work may be spot checked periodically. 

 

Personnel Assistant (Employment) III         

Functional Responsibility:  Serves as a clerical expert in independently processing the most 

complicated types of personnel actions, e.g., temporary employment, rehires, and dismissals and in 

providing information when it is necessary to consolidate data from a number sources, often with short 

deadlines. Screens applications for obvious rejections. Resolves conflicts in computer listings or other 

sources of employee information. Locates lost documents or reconstructs information using a number 

of sources. May check references of applicants when information in addition to dates and places of 

past work is needed, and judgment is required to ask appropriate routine follow-up questions. May 

provide guidance to lower level clerks. Supervisory review is similar to level II. AND/OR Performs 

routine personnel assignments beyond the clerical level, such as: orienting new employees to programs, 

facilities, rules on time and attendance, and leave policies; computing basic statistical information for 

reports on manpower profiles, EEO progress and accomplishments, hiring activities, attendance and 

leave profiles, turnover, etc.; and screening applicants for well-defined positions, rejecting those who 

do not qualify for available openings for clear cut reasons, referring others to appropriate employment 

interviewer. Guidance is provided on possible sources of information, methods of work, and types of 

reports needed. Completed written work receives close technical review from higher level personnel 

office employees; other work may be checked occasionally. 

 

Personnel Assistant (Employment) IV         

Functional Responsibility:  Performs work in support of personnel professionals which requires a 

good working knowledge of personnel procedures, guides, and precedents. In representative 

assignments: interviews applicants, obtains references, and recommends placement of applicants in a 

few well-defined occupations (trade or clerical) within a stable organization or unit; conducts post-

placement or exit interviews to identify job adjustment problems or reasons for leaving the 

organization; performs routine statistical analyses related to manpower, EEO, hiring, or other 

employment concerns, e.g., compares one set of data to another set as instructed; and requisitions 

applicants through employment agencies for clerical or blue collar jobs. At this level, assistants 

typically have a range of personal contacts within and outside the organization and with applicants, and 

must be tactful and articulate. May perform some clerical work in addition to the above duties. 

Supervisor reviews completed work against stated objectives. 
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Receptionist (Administrative, Support, and Clerical)       

Minimum/General Experience: 0-2 Years 

Minimum Education: High School Diploma or equivalent 

Functional Responsibility:  Greets vendors, customers, job applicants and other visitors, and arranges 

for transportation services, when needed. May operate a switchboard to route incoming calls and place 

outgoing calls. Has knowledge of commonly-used concepts, practices, and procedures within a 

particular field. Relies on instructions and pre-established guidelines to perform the functions of 

the job. Works under immediate supervision. Primary job functions do not typically require exercising 

independent judgment. Typically reports to a supervisor or manager. 

 

Secretary I Thru V (Occupational Base)         

Functional Responsibility:   

Provides principal secretarial support in an office, usually to one individual, and, in some cases, 

also to the subordinate staff of that individual. Maintains a close and highly responsive relationship 

to the day-to-day activities of the supervisor and staff. Works fairly independently, receiving a 

minimum of detailed supervision and guidance. Performs varied clerical and secretarial duties 

requiring a knowledge of office routine and an understanding of the organization, programs, and 

procedures related to the work of the office. 

 

Classification by Level 

Secretary jobs which meet the required characteristics are matched at one of five levels according 

to two factors: (a) Level of the secretary's supervisor within the overall organizational structure, 

and (b) level of the secretary's responsibility. The table following the explanations of these factors 

indicates the level of the secretary for each combination of factors. 

Level of Secretary's Supervisor (LS) 

Secretaries should be matched with one of the three LS levels below that best describes the 

organization of the secretary's supervisor. 

 LS-1 

Organizational structure is not complex and internal procedures and administrative controls are 

simple and informal; supervisor directs staff through face-to-face meetings. 

 LS-2 

Organizational structure is complex and is divided into subordinate groups that usually differ 

from each other as to subject matter, function, etc.; supervisor usually directs staff through 

intermediate supervisors; and internal procedures and administrative controls are formal. An 

entire organization (e.g., division, subsidiary, or parent organization) may contain a variety of 

subordinate groups which meet the LS-2 definition. Therefore, it is not unusual for one LS-2 

supervisor to report to another LS-2 supervisor. The presence of subordinate supervisors does 

not by itself mean LS-2 applies, e.g., a clerical processing organization divided into several 

units, each performing very similar work, is placed in LS-1. In smaller organizations or 

industries such as retail trades, with relatively few organizational levels, the supervisor may 

have an impact on the policies and major programs of the entire organization, and may deal 

with important outside contacts as described in LS-3. 

 LS-3 

Organizational structure is divided into two or more subordinate supervisory levels (of which 

at least one is a managerial level) with several subdivisions at each level. Executive's 

program(s) are usually interlocked on a direct and continuing basis with other major 

organizational segments, requiring constant attention to extensive formal coordination, 

clearances, and procedural controls. Executive typically has: Financial decision-making 
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authority for assigned program(s); considerable impact on the entire organization's financial 

position or image; and responsibility for, or has staff specialists in, such areas as personnel and 

administration for assigned organization. Executive plays an important role in determining the 

policies and major programs of the entire organization, and spends considerable time dealing 

with outside parties actively interested in assigned program(s) and current or controversial 

issues. 

 

Level of Secretary's Responsibility (LR) 

This factor evaluates the nature of the work relationship between the secretary and the supervisor 

or staff, and the extent to which the secretary is expected to exercise initiative and judgment. 

Secretaries should be matched at the level best describing their level of responsibility. When a 

position's duties span more than one LR level, the introductory paragraph at the beginning of each 

LR level should be used to determine which of the levels best matches the position. (Typically, 

secretaries performing at the higher levels of responsibility also perform duties described at the 

lower levels.) 

 LR-1 Carries out recurring office procedures independently. Selects the guideline or reference 

which fits the specific case. Supervisor provides specific instructions on new assignments and 

checks completed work for accuracy. Performs varied duties including or comparable to the 

following: 

1. Responds to routine telephone requests which have standard answers; refers calls and visitors to 

appropriate staff. Controls mail and assures timely staff response; may send form letters; 

2. As instructed, maintains supervisor's calendar, makes appointments, and arranges for meeting 

rooms; 

3. Reviews materials prepared for supervisor's approval for typographical accuracy and proper 

format; 

4. Maintains recurring internal reports, such as time and leave records, office equipment listings, 

correspondence controls, and training plans; 

5. Requisitions supplies, printing, maintenance, or other services. Types, takes and transcribes 

dictation, and establishes and maintains office files. 

 LR-2 Handles differing situations, problems, and deviations in the work of the office according 

to the supervisor's general instructions, priorities, duties, policies, and program goals. Supervisor 

may assist secretary with special assignments. Duties include or are comparable to the following: 

1. Screens telephone calls, visitors, and incoming correspondence; personally responds to requests 

for information concerning office procedures; determines which requests should be handled by 

the supervisor, appropriate staff member or other offices. May prepare and sign routine, 

nontechnical correspondence in own or supervisor's name; 

2. Schedules tentative appointments without prior clearance. Makes arrangements for conferences 

and meetings and assembles established background materials, as directed. May attend 

meetings and record and report on the proceedings; 

3. Reviews outgoing materials and correspondence for internal consistency and conformance with 

supervisor's procedures; assures that proper clearances have been obtained, when needed; 

4. Collects information from the files or staff for routine inquiries on office program(s) or periodic 

reports. Refers nonroutine requests to supervisor or staff; 

5. Explains to subordinate staff supervisor's requirements concerning office procedures. 

Coordinates personnel and administrative forms for the office and forwards for processing. 

 LR-3 Uses greater judgment and initiative to determine the approach or action to take in 

nonroutine situations. Interprets and adapts guidelines, including unwritten policies, 

precedents, and practices, which are not always completely applicable to changing situations. 

Duties include or are comparable to the following: 
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1. Based on a knowledge of the supervisor's views, composes correspondence on own initiative 

about administrative matters and general office policies for supervisor's approval; 

2. Anticipates and prepares materials needed by the supervisor for conferences, correspondence, 

appointments, meetings, telephone calls, etc., and informs supervisor on matters to be 

considered; 

3. Reads publications, regulations, and directives and takes action or refers those that are 

important to the supervisor and staff; 

4. Prepares special or one-time reports, summaries, or replies to inquiries, selecting relevant 

information from a variety of sources such as reports, documents, correspondence, other 

offices, etc., under general directions; 

5. Advises secretaries in subordinate offices on new procedures; requests information needed from 

the subordinate office(s) for periodic or special conferences, reports, inquiries, etc. Shifts 

clerical staff to accommodate workload needs. 

 LR-4 Handles a wide variety of situations and conflicts involving the clerical or administrative 

functions of the office which often cannot be brought to the attention of the executive. The 

executive sets the overall objectives of the work. Secretary may participate in developing the work 

deadlines. Duties include or are comparable to the following: 

1. Composes correspondence requiring some understanding of technical matters; may sign for 

executive when technical or policy content has been authorized;  

2. Notes commitments made by executive during meetings and arranges for staff implementation. 

On own initiative, arranges for staff member to represent organization at conferences and 

meetings, establishes appointment priorities, or reschedules or refuses appointments or 

invitations; 

3. Reads outgoing correspondence for executive's approval and alerts writers to any conflict with 

the file or departure from policies or executive's viewpoints; gives advice to resolve the 

problems; 

4. Summarizes the content of incoming materials, specially gathered information, or meetings to 

assist executive; coordinates the new information with background office sources; draws 

attention to important parts or conflicts; 

5. In the executive's absence, ensures that requests for action or information are relayed to the 

appropriate staff member; as needed, interprets request and helps implement action; makes sure 

that information is furnished in timely manner; decides whether executive should be notified of 

important or emergency matters.  

Excludes secretaries performing any of the following duties: 

Acts as office manager for the executive's organization, e.g., determines when new procedures 

are needed for changing situations and devises and implements alternatives; revises or clarifies 

procedures to eliminate conflict or duplication; identifies and resolves various problems that 

affect the orderly flow of work in transactions with parties outside the organization. 

Prepares agenda for conferences; explains discussion topics to participants; drafts introductions 

and develops background information and prepares outlines for executive or staff member(s) to 

use in writing speeches. 

Advises individuals outside the organization on the executive's views on major policies or 

current issues facing the organization; contacts or responds to contact from high-ranking 

outside officials (e.g., city or State officials, members of Congress, presidents of national 

unions or large national or international firms, etc.) in unique situations. These officials may be 

relatively inaccessible, and each contact typically must be handled differently, using judgment 

and discretion. 

 LR-5 Handles a wide variety of situations and conflicts involving the clerical or administrative 
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functions of the office which often cannot be brought to the attention of the executive. The 

executive sets the overall objectives of the work. Secretary may participate in developing the 

work deadlines. Duties include or are comparable to the following: 

1. Composes correspondence requiring some understanding of technical matters; may sign for 

executive when technical or policy content has been authorized; 

2. Notes commitments made by executive during meetings and arranges for staff implementation. 

On own initiative, arranges for staff member to represent organization at conferences and 

meetings, establishes appointment priorities, or reschedules or refuses appointments or 

invitations; 

3. Reads outgoing correspondence for executive's approval and alerts writers to any conflict with 

the file or departure from policies or executive's viewpoints; gives advice to resolve the 

problems; 

4. Summarizes the content of incoming materials, specially gathered information, or meetings to 

assist executive; coordinates the new information with background office sources; draws 

attention to important parts or conflicts; 

5. In the executive's absence, ensures that requests for action or information are relayed to the 

appropriate staff member; as needed, interprets request and helps implement action; makes sure 

that information is furnished in timely manner; decides whether executive should be notified of 

important or emergency matters. 

LR- 5 May be asked to perform any of the following duties: 

Acts as office manager for the executive's organization, e.g., determines when new procedures 

are needed for changing situations and devises and implements alternatives; revises or clarifies 

procedures to eliminate conflict or duplication; identifies and resolves various problems that 

affect the orderly flow of work in transactions with parties outside the organization. 

Prepares agenda for conferences; explains discussion topics to participants; drafts introductions 

and develops background information and prepares outlines for executive or staff member(s) to 

use in writing speeches. 

Advises individuals outside the organization on the executive's views on major policies or 

current issues facing the organization; contacts or responds to contact from high-ranking 

outside officials (e.g., city or State officials, members of Congress, presidents of national 

unions or large national or international firms, etc.) in unique situations. These officials may be 

relatively inaccessible, and each contact typically must be handled differently, using judgment 

and discretion. 

 

Stenographer I            

Functional Responsibility:  Takes and transcribes dictation, receiving specific assignments along with 

detailed instructions on such requirements as form and presentation. The transcribed material is 

typically reviewed in rough draft, and the final transcription is reviewed for conformance with the 

rough draft. May maintain files, keep simple records, or perform other relatively routine clerical tasks. 

 

Stenographer II            

Functional Responsibility:  Takes and transcribes dictation determining the most appropriate format. 

Performs stenographic duties requiring significantly greater independence and responsibility than 

Stenographer I. Supervisor typically provides general instructions. Work requires a thorough working 

knowledge of general business and office procedure and of the specific business operations, 

organization, policies, procedures, files, workflow, etc. Uses this knowledge in performing 

stenographic duties and responsible clerical tasks such as maintaining follow-up files; assembling 

material for reports, memoranda, and letters; composing simple letters from general instructions; 

reading and routing incoming mail; answering routine questions; etc. 
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Survey Worker (Interviewer)          

Functional Responsibility:  Interviews people to obtain information on topics such as public issues or 

consumer buying habits. Contacts people at home or place of business or by telephone following 

specified sampling procedures, or approaches them at random on street. Asks questions relative to 

items on form or questionnaire, records answers, and assists persons in filling out forms. May review, 

sort, classify and file forms according to specified procedures and criteria. May participate in Federal, 

state or local census surveys. 

 

Switchboard Operator-Receptionist         

Functional Responsibility:  Operates a single-position telephone switchboard or console, used with a 

private branch exchange (PBX) system to relay incoming, outgoing, and intra-system calls and acts as a 

receptionist greeting visitors, determining nature of visits and directing visitors to appropriate persons. 

Work may also involve other duties such as recording and transmitting messages; keeping records of 

calls placed; providing information to callers and visitors; making appointments; keeping a log of 

visitors; and issuing visitor passes. May also type and perform other routine clerical work, usually 

while at the switchboard or console, which may occupy the major portion of the worker's time. 

 

Test Examiner            

Functional Responsibility:  Serves as a test examiner for the administration, safeguarding and 

physical control of a wide variety of tests. May arrange in advance for testing rooms and facilities to 

correspond with testing schedules. Becomes thoroughly familiar with the Examiner's Manual for the 

test(s) prior to testing. Issues all materials required for test administration. Establishes positive 

identification of all testing applicants. Physically oversees all examinees during the testing session. 

May conduct a page check of each examination prior to and following administration. Completes 

inventories of all test materials. 

 

Test Proctor             

Functional Responsibility:  Administers, supervises or proctors tests. Administers make-up tests in 

conjunction with civilian institution programs when it has been clearly established that the student 

could not be present for normal in-class testing because of duty conflict or health reasons. Testing 

materials are controlled items and will be handled, stocked safeguarded and administered in strict 

compliance with applicable regulations. 

 

Travel Clerk I            

Functional Responsibility: Under close supervision or following specific procedures and detailed 

instructions arranges travel on one and sometimes two modes of transportation. Travel is almost always 

recurrent by the same modes, carriers, routes and same major points of origin and destination, seldom 

involving special transportation privileges or requiring special allowances or planning for supplemental 

transportation facilities. When such services are required, they do not occur in such variety or with 

such frequency as to create problems of timing or coordination. 

 

Travel Clerk II            

Functional Responsibility:  Travel usually involves the use of two or more modes of transportation. 

Information on carriers, modes and facilities is readily available since most carriers servicing the area 

maintain local facilities or publish information regularly. Single carriers or connecting carriers have 

schedules that are easily coordinated through the use of readily obtainable timetables or guides. 

Travel is frequently recurrent. A substantial number of problems arise as a result of rerouting, and 

there are often side trips requiring changes of transportation. Travel is usually to areas accessible 
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by direct line or established connecting points and normal modes of transportation. Travel is not 

always planned well in advance, so there may be major problems of scheduling or accommodations. 

 

Travel Clerk III            

Functional Responsibility:  At this level, all major modes of transportation are used, and most 

individual trips involve combinations of more than one mode. Travel is varied, often not recurrent and 

periodically requires planning for relatively inaccessible intermediate or destination points. Routings 

are diverse and there is a necessity for frequent rerouting, replanning, or rearranging, with many side 

trips, requiring changes in modes of travel and creating substantial difficulty in routing and scheduling 

connections. A substantial amount of travel involves special allowances or requires authorization and 

planning for supplementary or special transportation facilities. It is frequently difficult to obtain the 

required information. The incumbent is characterized by independence of action, with very little 

instruction, guidance and review, except for review of accomplishments of broad objectives and 

conformance to policy. The incumbent is viewed as the authority on travel matters, including the 

furnishing of advice and information to travelers, administrative officials and others; and responsible as 

the principal point of liaison with other elements and with carriers and other facilities. 

 

Word Processor I            

Functional Responsibility: Produces a variety of standard documents, such as correspondence, form 

letters, reports, tables and other printed materials. Work requires skill in typing; a knowledge of 

grammar, punctuation and spelling; and ability to use reference guides and equipment manuals. 

Performs familiar, routine assignments following standard procedures. Seeks further instructions for 

assignments requiring deviations from established procedures. 

 

Word Processor II            

Functional Responsibility: Uses a knowledge of varied and advanced functions of one software type, 

a knowledge of varied functions of different types of software, or a knowledge of specialized or 

technical terminology to perform such typical duties as: Editing and reformatting written or electronic 

drafts. Examples include: Correcting function codes; adjusting spacing and formatting; and 

standardizing headings, margins, and indentations. Transcribing scientific reports, lab analyses, legal 

proceedings, or similar material from voice tapes or handwritten drafts. Work requires knowledge of 

specialized, technical, or scientific terminology. Work requires familiarity with office terminology and 

practices; incumbent corrects copy and questions originator of document concerning missing 

information, improper formatting, or discrepancies in instructions. Supervisor sets priorities and 

deadlines on continuing assignments, furnishes general instructions for recurring work, and provides 

specific instructions for new or unique projects. May lead lower level word processors. 

 

Word Processor III            

Functional Responsibility:  Requires both a comprehensive knowledge of word processing software 

applications and office practices and a high degree of skill in applying software functions to prepare 

complex and detailed documents. For example, processes complex and lengthy technical reports which 

include tables, graphs, charts, or multiple columns. Uses either different word processing packages or 

many different style macros or special command functions. Independently completes assignments and 

resolves problems. 
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SIN-736 – 2 

Computer Operator I           

Functional Responsibility:  Works under close personal supervision and is provided detailed written 

or oral guidance before and during assignments. As instructed, resolves common operating problems. 

May serve as an assistant operator working under close supervision or performing a portion of a more 

senior operator's work. 

 

Computer Operator II           

Functional Responsibility:  Processes scheduled routines that present few difficult operating 

problems (e.g., infrequent or easily resolved error conditions). In response to computer output 

instructions or error conditions, applies standard operating or corrective procedure. Refers problems 

that do not respond to preplanned procedure. May serve as an assistant operator, working under general 

supervision. 

 

Computer Operator III           

Functional Responsibility:  Processes a range of scheduled routines. In addition to operating the 

system and resolving common error conditions, diagnoses and acts on machine stoppage and error 

conditions not fully covered by existing procedures and guidelines (e.g., resetting switches and other 

controls or making mechanical adjustments to maintain or restore equipment operations). In response 

to computer output instructions or error conditions, may deviate from standard procedures if standard 

procedures do not provide a solution. Refers problems that do not respond to corrective procedures. 

 

Computer Operator IV           

Functional Responsibility:  Adapts to a variety of nonstandard problems that require extensive 

operator intervention (e.g., frequent introduction of new programs, applications, or procedures). In 

response to computer output instructions or error conditions, chooses or devises a course of action from 

among several alternatives and alters or deviates from standard procedures if standard procedures do 

not provide a solution (e.g., reassigning equipment in order to work around faulty equipment or transfer 

channels); then refers problems. Typically, completed work is submitted to users without supervisory 

review. 

 

Computer Operator V           

Functional Responsibility:  Resolves a variety of difficult operating problems (e.g., making unusual 

equipment connections and rarely used equipment and channel configurations to direct processing 

through or around problems in equipment, circuits, or channels or reviewing test run requirements and 

developing unusual system configurations that will allow test programs to process without interfering 

with ongoing job requirements). In response to computer output instructions and error conditions or to 

avoid loss of information or to conserve computer time, operator deviates from standard procedures. 

Such actions may materially alter the computer unit's production plans. May spend considerable time 

away from the control station providing technical assistance to lower level operators and assisting 

programmers, systems analysts, and subject matter specialists in resolving problems. 

 

Computer Programmer I           

Functional Responsibility:  Assists higher level staff by performing elementary programming tasks 

which concern limited and simple data items and steps which closely follow patterns of previous work 

done in the organization, e.g., drawing flow charts, writing operator instructions, or coding and testing 

routines to accumulate counts, tallies, or summaries. May perform routine programming assignments 

(as described in Level II) under close supervision. In addition, to assist higher level staff, may perform 

elementary fact-finding concerning a specified work process, e.g., a file of clerical records which is 
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treated as a unit (invoices, requisitions, or purchase orders, etc.); reports findings to higher level staff. 

May receive training in elementary fact-finding. Detailed, step-by-step instructions are given for each 

task, and any deviation must be authorized by a supervisor. Work is closely monitored in progress and 

reviewed in detail upon completion. 

 

Computer Programmer II           

Functional Responsibility:  At this level, initial assignments are designed to develop competence in 

applying established programming procedures to routine problems. Performs routine programming 

assignments that do not require skilled background experience but do require knowledge of established 

programming procedures and data processing requirements. Works according to clear cut and complete 

specifications. The data are refined and the format of the final product is very similar to that of the 

input or is well defined when significantly different, i.e., there are few, if any, problems with 

interrelating varied records and outputs. Maintains and modifies routine programs. Makes approved 

changes by amending program flow charts, developing detailed processing logic, and coding 

changes. Tests and documents modifications and writes operator instructions. May write routine 

new programs using prescribed specifications; may confer with EDP personnel to clarify procedures, 

processing logic, etc.  

In addition, may evaluate simple interrelationships in the immediate programming area, e.g., whether a 

contemplated change in one part of a simple program would cause unwanted results in a related part; 

confers with user representatives to gain an understanding of the situation sufficient to formulate the 

needed change; and implements the change upon approval of the supervisor or higher level staff. The 

incumbent is provided with charts, narrative descriptions of the functions performed, an approved 

statement of the product desired (e.g., a change in a local establishment report), and the inputs, outputs, 

and record formats. Reviews objectives and assignment details with higher level staff to insure 

thorough understanding; uses judgment in selecting among authorized procedures and seeks assistance 

when guidelines are inadequate, significant deviations are 

proposed, or when unanticipated problems arise. Work is usually monitored in progress; all work is 

reviewed upon completion for accuracy and compliance with standards. 

 

Computer Programmer III           

Functional Responsibility:  As a fully qualified computer programmer, applies standard programming 

procedures and detailed knowledge of pertinent subject matter (e.g., work processes, governing rules, 

clerical procedures, etc.) in a programming area such as: a record keeping operation (supply, personnel 

and payroll, inventory, purchasing, insurance payments, depositor accounts, etc.); a well-defined 

statistical or scientific problem; or other standardized operation or problem. Works according to 

approved statements of requirements and detailed specifications. While the data are clear cut, related, 

and equally available, there may be substantial interrelationships of a variety of records and several 

varied sequences of formats are usually produced. The programs developed or modified typically 

are linked to several other programs in that the output of one becomes the input for another. 

Recognizes probable interactions of other related programs with the assigned program(s) and is 

familiar with related system software and computer equipment. Solves conventional programming 

problems. (In small organizations, may maintain programs which concern or combine several 

operations, i.e., users, or develop programs where there is one primary user and the others give 

input.) Performs such duties as: develops, modifies, and maintains assigned programs; designs and 

implements modifications to the interrelation of files and records within programs in consultations 

with higher level staff; monitors the operation of assigned programs and responds to problems by 

diagnosing and correcting errors in logic and coding; and implements and/or maintains assigned 

portions of a scientific programming project, applying established scientific programming 

techniques to well-defined mathematical, statistical, engineering, or other scientific problems 
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usually requiring the translation of mathematical notation into processing logic and code. 

(Scientific programming includes assignments such as: using predetermined physical laws 

expressed in mathematical terms to relate one set of data to another; the routine storage and 

retrieval of field test data; and using procedures for real-time command and control, scientific data 

reduction, signal processing, or similar areas.) Tests and documents work and writes and maintains 

operator instructions for assigned programs. Confers with other EDP personnel to obtain or provide 

factual data. 

In addition, may carry out fact-finding and programming analysis of a single activity or routine 

problem, applying established procedures where the nature of the program, feasibility, computer 

equipment, and programming language have already been decided. May analyze present 

performance of the program and take action to correct deficiencies based on discussion with the 

user and consultation with and approval of the supervisor or higher level staff. May assist in the 

review and analysis of detailed program specifications and in program design to meet changes in 

work processes. Works independently under specified objectives; applies judgment in devising 

program logic and in selecting and adapting standard programming procedures; resolves problems 

and deviations according to established practices; and obtains advice where precedents are unclear 

or not available. Completed work is reviewed for conformance to standards, timeliness, and 

efficiency. May guide or instruct lower level programmers; may supervise technicians and others 

who assist in specific assignments. Works on complex programs under close direction of higher 

level staff or supervisor. May assist higher level staff by independently performing moderately 

complex tasks assigned, and performing complex tasks under close supervision. 

 

Computer Programmer IV           

Functional Responsibility:  Applies expertise in programming procedures to complex programs; 

recommends the redesign of programs, investigates and analyzes feasibility and program requirements, 

and develops programming specifications. Assigned programs typically affect a broad multi-user 

computer system that meets the data processing needs of a broad area (e.g., manufacturing, logistics 

planning, finance management, human resources, or material management) or a computer system 

for a project in engineering, research, accounting, statistics, etc. Plans the full range of programming 

actions to produce several interrelated but different products from numerous and diverse data elements 

that are usually from different sources; solves difficult programming problems. Uses knowledge of 

pertinent system software, computer equipment, work processes, regulations, and management 

practices. Performs such duties as: develops, modifies, and maintains complex programs; designs and 

implements the interrelations of files and records within programs which will effectively fit into the 

overall design of the project; working with problems or concepts, develops programs for the solution to 

major scientific computational problems requiring the analysis and development of logical or 

mathematical descriptions of functions to be programmed; and develops occasional special programs, 

e.g., a critical path analysis program to assist in managing a special project. Tests, documents, and 

writes operating instructions for all work. Confers with other EDP personnel to secure information, 

investigate and resolve problems and coordinate work efforts. 

In addition, performs such programming analysis as: investigating the feasibility of alternate program 

design approaches to determine the best balanced solution, e.g., one that will best satisfy immediate 

user needs, facilitate subsequent modification, and conserve resources; on typical maintenance projects 

and smaller scale, limited new projects, assisting user personnel in defining problems or needs and 

determining work organization, the necessary files and records, and their interrelation with the 

program; or on large or more complicated projects, participating as a team member along with other 

EDP personnel and users and having responsibility for a portion of the project. Works independently 

under overall objectives and direction, apprising the supervisor about progress and unusual 

complications. Modifies and adapts precedent solutions and proven approaches. Guidelines include 
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constraints imposed by the related programs with which the incumbent's programs must be meshed. 

Completed work is reviewed for timeliness, compatibility with other work, and effectiveness in 

meeting requirements. May function as team leader or supervise a few lower level programmers or 

technicians on assigned work. 

 

Computer Systems Analyst I          

Functional Responsibility:  At this level, initial assignments are designed to expand practical 

experience in applying systems analysis techniques and procedures. Provides several phases of the 

required systems analysis where the nature of the system is predetermined. Uses established fact-

finding approaches, knowledge of pertinent work processes and procedures, and familiarity with 

related computer programming practices, system software, and computer equipment. Carries out fact 

finding and analysis as assigned, usually of a single activity or a routine problem; applies established 

procedures where the nature of the system, feasibility, computer equipment and programming language 

have already been decided; may assist a higher level systems analyst by preparing the detailed 

specifications required by computer programmers from information developed by the higher level 

analyst, may research routine user problems and solve them by modifying the existing system when the 

solutions follow clear precedents. When cost and deadlineestimates are required, results receive closer 

review.  The supervisor defines objectives, priorities, and deadlines. Incumbents work independently; 

adapt guides to specific situations; resolve problems and deviations according to established practices; 

and obtain advice where precedents are unclear or not available. Completed work is reviewed for 

conformance to requirements, timeliness, and efficiency. May supervise technicians and others who 

assist in specific assignments. 

 

Computer Systems Analyst II          

Functional Responsibility:  Applies systems analysis and design skills in an area such as a record 

keeping or scientific operation. A system of several varied sequences or formats is usually developed, 

e.g., develops systems for maintaining depositor accounts in a bank, maintaining accounts receivable in 

a retail establishment, maintaining inventory accounts in a manufacturing or wholesale establishment, 

or processing a limited problem in a scientific project. Requires competence in most phases of system 

analysis and knowledge of pertinent system software and computer equipment and of the work 

processes, applicable regulations, work load, and practices of the assigned subject-matter area. 

Recognizes probable interactions of related computer systems and predicts impact of a change in 

assigned system. Reviews proposals that consist of objectives, scope, and user expectations; gathers 

facts, analyzes data, and prepares a project synopsis which compares alternatives in terms of cost, time, 

availability of equipment and personnel, and recommends a course of action; and upon approval of 

synopsis, prepares specifications for development of computer programs. Determines and resolves 

data processing problems and coordinates the work with program, users, etc.; orients user personnel on 

new or changed procedures. May conduct special projects such as data element and code 

standardization throughout a broad system, working under specific objectives and bringing to the 

attention of the supervisor any unusual problems or controversies. Works independently under overall 

project objectives and requirements; apprises supervisor about progress and unusual complications. 

Guidelines usually include existing systems and the constraints imposed by related systems with which 

the incumbent's work must be meshed. Adapts design approaches successfully used in precedent 

systems. Completed work is reviewed for timeliness, compatibility with other work, and effectiveness 

in meeting requirements. May provide functional direction to lower level assistants on assigned work. 

Or works on a segment of a complex data processing scheme or broad system, as described for 

computer systems analyst, level III. Works independently on routine assignments and receives 

instructions and guidance on complex assignments. Work is reviewed for accuracy of judgment, 

compliance with instructions, and to insure proper alignment with the overall system. 
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Computer Systems Analyst III          

Functional Responsibility:  Applies systems analysis and design techniques to complex computer 

systems in a broad area such as manufacturing; finance management; engineering, accounting, or 

statistics; logistics planning; material management, etc. Usually, there are multiple users of the system, 

however, there may be complex one-user systems, e.g., for engineering or research projects. Requires 

competence in all phases of systems analysis techniques, concepts, and methods and knowledge of 

available system software, computer equipment, and the regulations, structure, techniques, and 

management practices of one or more subject-matter areas. Since input data usually come from diverse 

sources is responsible for recognizing probable conflicts and integrating diverse data elements and 

sources. Produces innovative solutions for a variety of complex problems. Maintains and modifies 

complex systems or develops new subsystems such as an integrated production scheduling, inventory 

control, cost analysis, or sales analysis record in which every item of each type is automatically 

processed through the full system of records. Guides users in formulating requirements; advises on 

alternatives and on the implications of new or revised data processing systems; analyzes resulting user 

project proposals, identifies omissions and errors in requirements and conducts feasibility studies; 

recommends optimum approach and develops system design for approved projects. Interprets 

information and informally arbitrates between system users when conflicts exist. May serve as lead 

analyst in a design subgroup, directing and integrating the work of one or two lower level analysts, 

each responsible for several programs. Supervision and nature of review are similar to level II; existing 

systems provide precedents for the operation of new subsystems. 

 

Peripheral Equipment Operator          

Functional Responsibility:  Operates peripheral equipment that directly supports digital computer 

operations. Such equipment is uniquely and specifically designed for computer applications, but need 

not be physically or electronically connected to a computer. Printers, plotters, card readers/punchers, 

tape readers, tape units or drives, disk units or drives, and data display units are examples of such 

equipment. The following duties characterize the work of a Peripheral Equipment Operator:  

 Loading printers and plotters with correct paper; adjusting controls for forms, thickness, 

tension, printing density, and location; and unloading hard copy; 

 Labeling tape reels, disks or card decks; 

 Checking labels and mounting/dismounting designated tape reels/disks on specified units; 

 Setting controls which regulate operation of the equipment; 

 Observing panel lights for warnings and error indications and taking appropriate action; 

 Examining tapes, cards, or other material for creases, tears, or other defects that could cause 

processing problems. 

Excludes workers (1) who monitor and operate a control console or a remote terminal, or (2) whose 

duties are limited to operating decollators, busters, separators, or similar equipment. 

 

SIN-736 – 3 

General Maintenance Worker          

Functional Responsibility:  Performs general maintenance and repair of equipment and buildings 

requiring practical skill and knowledge (but not proficiency) in such trades as painting, carpentry, 

plumbing, masonry, and electrical work. Work involves a variety of the following duties: Replacing 

electrical receptacles, wires, switches, fixtures, and motors; using plaster or compound to patch minor 

holes and cracks in walls and ceilings; repairing or replacing sinks, water coolers, and toilets; painting 

structures and equipment; repairing or replacing concrete floors, steps, and sidewalks; replacing 
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damaged paneling and floor tiles; hanging doors and installing door locks; replacing broken window 

panes; and performing general maintenance on equipment and machinery. 

Excluded are: 

1. Craft workers included in formal apprenticeship based on training and experience; 

2. Skilled craft workers required to demonstrate proficiency in one or more trades; 

3. Workers performing simple maintenance duties not requiring practical skill and knowledge of a 

trade (e.g., changing light bulbs and replacing faucet washers). 

 

Laborer (Grounds Maintenance)          

Functional Responsibility:  Performs tasks which require mainly physical abilities and effort 

involving little or no specialized skill or prior work experience. The following tasks are typical of this 

occupation: Loads and unloads trucks, and other conveyances; moves supplies and materials to proper 

location by wheelbarrows or hand trucks; stacks materials for storage or binning; collects refuse and 

salvageable materials. Digs, fills, and tamps earth excavations; levels ground using pick, shovel, 

tamper and rake; shovels concrete and snow; cleans culverts and ditches; cuts tree and brush; 

operates power lawnmowers. Moves and arranges heavy pieces of office and household furniture, 

equipment, and appliances; moves heavy pieces of automotive, medical engineering, and other 

types of machinery/equipment. Spreads sand/salt on icy roads/walk-ways; picks up leaves/ trash. 

 

Maintenance Trades Helper          

Functional Responsibility:  Assists one or more workers in the skilled maintenance trades by 

performing specific or general duties of lesser skill, such as keeping a worker supplied with materials 

and tools; cleaning working area, machine, and equipment; assisting journeyman by holding materials 

or tools; and performing other unskilled tasks as directed by journeyman. The kind of work the helper 

is permitted to perform varies from trade to trade. In some trades the helper is confined to supplying, 

lifting, and holding materials and tools, and cleaning working areas; and in others the worker is 

permitted to perform specialized machine operations, or parts of a trade that are also performed by 

workers on a full-time basis. 

 

Plumber, Maintenance           

Functional Responsibility:  Assembles, installs and repairs pipes, fittings and fixtures of heating, 

water, and drainage systems, according to specifications and plumbing codes. Studies building plans 

and working drawings to determine work aids required and sequence of installations. Inspects structure 

to ascertain obstructions to be avoided to prevent weakening of structure resulting from installation of 

pipe. Locates and marks position of pipe and pipe connections and passage holes for pipes in walls and 

floors, using ruler, spirit level and plumb bob. Cuts openings in walls and floors to accommodate pipe 

and pipe fittings, using hand tools and power tools. Cuts and threads pipe, using pipe cutters, cutting 

torch, and pipe-threading machine. Bends pipe to required angle by use of pipe-bending machine or by 

placing pipe over block and bending it by hand. Assembles and installs valves, pipe fittings, and pipes 

composed of metals, such as iron, steel, brass and lead, and nonmetals, such as glass, vitrified clay, and 

plastic, using hand tools and power tools. Joins pipe by use of screws, bolts, fittings, solder, plastic 

solvent, and calks joints. Fills pipe system with water or air and reads pressure gauges to determine 

whether system is leaking. Installs and repairs plumbing fixtures, such as sinks, commodes, bathtubs, 

water heaters, hot water tanks, garbage disposal units, dishwashers, and water softeners. Repairs and 

maintains plumbing by replacing washers in leaky faucets, mending burst pipes, and opening clogged 

drains. May weld holding fixtures to steel structural members. 
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Sales Clerk             

Functional Responsibility:  Sells a variety of inexpensive merchandise usually in a retail trade 

establishment, for which a knowledge of the items sold is not a primary requirement. Stocks shelves, 

counters, or tables with merchandise. Sets up advertising displays or arranges merchandise on counters 

or tables to promote sales. Stamps, marks, or tags price on merchandise. Obtains merchandise  

requested by customer or receives merchandise selected by customer. Totals price and tax on 

merchandise selected by customer, using paper and pencil, cash register, or adding machine, to 

determine bill; receives payment, and makes change. Occasionally calculates sales discount in 

determining sales slip. Wraps or bags merchandise for customers. Cleans shelves, counter, or tables, as 

necessary. May keep record of sales, prepare inventory of stock, or order merchandise. May be 

designated according to product sold or type of store. 

 

Shipping/ Receiving Clerk           

Functional Responsibility:  Performs clerical and physical tasks in connection with shipping goods of 

the establishment in which employed and receiving incoming shipments. In performing day-to-day, 

routine tasks, follows established guidelines. In handling unusual nonroutine problems, receives 

specific guidance from supervisor or other officials. May direct and coordinate the activities of other 

workers engaged in handling goods to be shipped or being received. Shipping duties typically involve 

the following: Verifying that orders are accurately filled by comparing items and quantities of goods 

gathered for shipment against documents; insuring that shipments are properly packaged, identified 

with shipping information, and loaded into transporting vehicles; and preparing and keeping records of 

goods shipped, e.g., manifests, bills of lading. Receiving duties typically involve the following: 

Verifying the correctness of incoming shipments by comparing items and quantities unloaded against 

bills of lading, invoices, manifests, storage receipts, or other records; checking for damaged goods; 

insuring that goods are appropriately identified for routing to departments within the establishment; 

preparing and keeping records of goods received. 

 

Store Worker I            

Functional Responsibility:  Performs the following tasks at an establishment whose primary function 

is that of the resale of merchandise in a retail environment. Will move merchandise by use of non-

motorized equipment that is intended for display and resale purposes. Will include the cleaning of 

merchandise on or in display fixtures utilizing various merchandise techniques common to retail trade. 

Merchandise may be displayed by a predetermined placement system using labels or other identifying 

marks. Will maintain the display sales area by straightening merchandise to give a neat, full, and 

salable appearance, removing damaged or outdated merchandise, and displaying merchandise in such a 

manner to maintain freshness and sale dates. May determine display or sale requirements from existing 

inventory. May be required to keep inventory forms of merchandise stocked and merchandise returned 

to storage. May be required to affix labels to merchandise indicating sale price, item description, or 

other information. May be required to offer customer or patron assistance with the location or selection 

of merchandise. 

 

Warehouse Specialist (Warehouse Worker)        

Functional Responsibility:  As directed, performs a variety of warehousing duties which require an 

understanding of the establishment's storage plan. Work involves most of the following: Verifying 

materials (or merchandise) against receiving documents, noting and reporting discrepancies and 

obvious damages; routing materials to prescribed storage locations; storing, stacking, or palletizing 

materials in accordance with prescribed storage methods; rearranging and taking inventory of stored 

materials; examining stored materials and reporting deterioration and damage; removing material from 

storage and preparing it for shipment. May operate hand or power trucks in performing warehousing 
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duties. Exclude workers whose primary duties involve shipping and receiving work (see Shipping / 

Receiving Clerk), order filling (see Order Filler), or operating forklifts (see Forklift Operator). 

 

SIN 736 - 4 

Cashier             

Functional Responsibility:  Receives cash from customers or employees in payment for goods or 

services and records amounts received. Recomputes or computes bill, itemized lists, and tickets 

showing amount due, using adding machine or cash register. Makes change, cashes checks, and issues 

receipts or tickets to customers. Records amounts received and prepares reports of transactions. Reads 

and records totals shown on cash register tape and verifies against cash on hand. May make credit card 

transactions. May be required to know value and features of items for which money is received. May 

give cash refunds or issue credit memorandums to customers for returned merchandise. May operate 

ticket dispensing machine. May sell candy, cigarettes, gum and gift certificates, and issue trading 

stamps. Usually employed in restaurants, cafeterias, theaters, retail stores, and other establishments. 

 

Exhibits Specialist I            

Functional Responsibility:  At this level Exhibits Specialists bring to the job manual dexterity, 

mechanical skill, and/or artistic skill, plus aptitude for learning exhibits techniques. Performs duties 

related to the fabrication, finishing and repair of exhibits, while acquiring training in museum or 

exhibits techniques. 

 

Exhibits Specialist II            

Functional Responsibility:  At this level Exhibits Specialists perform independently the phases of 

work in which they are proficient, and receive training in the more complex processes. Duties relate to 

the fabrication, finishing and maintenance of exhibits which require a high degree of manual dexterity 

and moderate but varied artistic skills. Generally they work from accurate scale drawings, blueprints or 

sketches with instructions as to the materials to be used and the colors to be matched. On the phases of 

the work with which they are thoroughly familiar, and within the framework of accepted and proven 

methods and techniques, there is considerable latitude of choice in execution. On work which involves 

several processes or stages of development, the supervisor checks their work at the completion of each 

phase. 

 

Exhibits Specialist III           

Functional Responsibility:  At this level Exhibits Specialists are responsible for the construction of 

portions of more complex exhibits, such as models, three-dimensional training aids, or complex exhibit 

cases and other exhibit furniture. Complexity of work may be indicated by: (a) subject matter which 

requires extensive study and search of the literature; (b) the need to demonstrate the significance of an 

event or development; (c) the need to present the development or evaluation of an event; and (d) 

subject matter involving several disciplines. Another area of work at this level includes the planning of 

detailed work processes and actual restoration work on historic structures or valuable items, or the 

construction of replicas or models requiring greater skill than is required for the work at the 

Exhibits Specialist II level. At level III, Exhibits Specialists are comparatively free to use judgment 

in selecting work methods and materials, and developing techniques and color scheme 
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Illustrator I             

Functional Responsibility:  Duties require the ability to use common media such as tempera, oils, 

pen-and-ink, or pencil with average skill. Copies drawings, either by tracing or freehand. Applies 

coloring or wash to line drawings; letters by hand or by use of templates; and does detail or background 

work on illustrations which have been prepared by an illustrator of higher grade. When working with 

scientific subjects and technical equipment, acquires basic knowledge of subject matter field and 

develops information about the field of work that will be illustrated. When working in the general 

fields of illustrating, acquires necessary information about subject of the illustrations or applies general 

knowledge to the subject. 

 

Illustrator II             

Functional Responsibility:  This worker usually is assigned to projects involving several of the 

common art media such as pen-and-ink, pencil, tempera, wash, oils, and airbrush over a period of time. 

These projects require the illustrator to be proficient in the use of these media and in executing 

acceptable drawings in many styles. Generally speaking, Illustrator II executes drawings that have been 

conceived by others and presented in the form of rough sketches. Does not exercise an extensive 

knowledge of the subject matter involved when preparing medical, scientific or technical equipment 

illustrations. Acquires information about the subject assigned to illustrate and develop a background of 

subject matter knowledge through carrying out these illustrating assignments. However, the kind of 

illustrating work assigned does not require an extensive prior knowledge about the subjects illustrated. 

 

Illustrator III             

Functional Responsibility:  The projects to which this worker is assigned usually involve several of 

the common art media (as in the case of Illustrator II), but the illustrations themselves typically require 

a higher degree of skill in the use of many of the media. This degree of skill is required because (a) the 

speed with which the illustration must be completed requires the ability to work quickly and 

competently in order to produce an acceptable finished product within the available time limit; (b) the 

illustration calls for the use of fine detail, special artistic effects, or an unusual use of the chosen 

medium; or (c) the method of reproduction, the use to which the illustration is to be put, or the 

information or artistic results desired calls for exceptional care and skill in the use of the medium. 

The themes illustrated may be either concrete in nature or they may represent ideas and abstract 

concepts. The illustrations differ from those typical of Illustrator II in that they are expected to 

interpret the publications, chart, poster, or exhibit in which they appear, while Illustrator II presents 

factual rather than interpretative material. Illustrator III is required to have a knowledge of a specialized 

subject matter field such as medicine, science, or technical equipment. Prepares illustrations that are 

designed to reproduce the appearance of specific medical or scientific specimens or of pieces of 

technical equipment. 

 

Librarian             

Functional Responsibility:  Maintains library collections of books, serial publications, documents, 

audiovisual and other materials and assists groups and individuals in locating and obtaining materials. 

Furnishes information on library activities, facilities, rules and services. Explains and assists in use of 

reference sources, such as card or book catalog or book and periodical indexes to locate information. 

Issues and receives materials for circulation or use in library. Assembles and arranges displays of books 

and other library materials. Maintains reference and circulation materials. Answers correspondence on 

special reference subjects. May compile list of library materials according to subjects or interests. May 

select, order, catalog and classify materials. 
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Library Technician            

Functional Responsibility:  Provides information service, such as answering questions regarding card 

catalogs, and assists in the use of bibliographic tools, such as Library of Congress catalog. Performs 

routine cataloging of library materials. Files cards in catalog drawers according to system used. 

Answers routine inquiries, and refers persons requiring professional assistance to Librarian. Verifies 

bibliographic information on order requests. Works or directs workers in maintenance of stacks or in 

section of department or division, such as ordering or receiving section of acquisitions department, 

card preparation activities in catalog department, or limited loan or reserve desk operation of 

circulation department. 

 

Photofinishing Worker (Photo Lab Technician, Dark Room Technician)    

Functional Responsibility:  Tends one or more machines that automatically develop, fix, wash, and 

dry photographic prints. Threads leaders (paper strips) around rollers, through processing tanks and 

dryer, around polished drum, and onto take up reel. Turns valves to fill tanks with premixed solutions, 

such as developer, dyes, stop-baths, fixers, bleaches, and washes. Moves thermostatic control to keep 

steam-heated drum at specified temperature. Splices sensitized paper to leaders, using tape. Starts 

machine and throws switches to synchronize drive speeds of processing and drying units. Compares 

processed prints with color standard and reports variations to control department. Adds specified 

amount of chemicals to renew solutions. Maintains production records. 

 

Photographer I            

Functional Responsibility:  Takes routine pictures in situations where several shots can be taken. 

Uses standard still cameras for pictures lacking complications, such as speed, motion, color contrast, or 

lighting. Photographs are taken for identification, employee publications, information, or publicity 

purposes. Workers must be able to focus, center, and provide simple flash-type lighting for an 

uncomplicated photograph. Typical subjects are employees who are photographed for identification, 

award ceremonies, interviews, banquets or meetings; or external views of machinery, supplies, 

equipment, building, damaged shipments, or other subjects photographed to record conditions. 

Assignments usually are performed without direct guidance due to the clear and simple nature of the 

desired photograph. 

 

Photographer II            

Functional Responsibility:  Uses standard still cameras, commonly available lighting equipment and 

related techniques to take photographs which involve limited problems of speed, motion, color 

contrast, or lighting. Typically, the subject photographed are similar to those at Level I, but the 

technical aspects require more skill. Based on clear-cut objectives, determines shutter speeds, lens 

settings and filters, camera angles, exposure times, and type of film. Requires familiarity with the 

situation gained from similar past experience to arrange for specific emphasis, balanced lighting, and 

correction for distortion, etc., as needed. May use 16mm or 35mm motion picture cameras for simple 

shots such as moving equipment or individuals at work or meetings, where available or simple artificial 

lighting is used. Ordinarily, there is opportunity for repeated shots or for retakes if the original 

exposure is unsatisfactory. Consults with supervisor or more experienced photographers when 

problems are anticipated. 

 

Photographer III            

Functional Responsibility:  Selects from a range of standard photographic equipment for assignments 

demanding exact renditions, normally without opportunity for later retakes, when there are specific 

problems or uncertainties concerning lighting, exposure time, color, artistry, etc. Discusses technical 

requirements with operating officials or supervisor and customizes treatment for each situation 
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according to a detailed request. Varies camera processes and techniques and uses the setting and 

background to produce esthetics, as well as accurate and informative, pictures. Typically, standard 

equipment is used at this level although "specialized" photography usually is performed; may use 

some special-purpose equipment under closer supervision. In typical assignments, photographs: (1) 

drawings, charts, maps, textiles, etc., requiring accurate computation of reduction ratios and exposure 

times and precise equipment adjustments; (2) tissue specimens in fine detail and exact color when 

color and condition of the tissue may deteriorate rapidly; (3) medical or surgical procedures or 

conditions which normally cannot be recaptured; (4) machine or motor parts to show wear or corrosion 

in minute wires or gears; (5) specialized real estate, goods and products for catalogs or listings when 

salability is enhanced by the photography; (6) work, construction sites, or patrons in prescribed detail 

to substantiate legal claims, contracts, etc.; (7) artistic or technical design layouts requiring precise 

equipment settings; and (8) fixed objects on the ground or air-to-air objects which must be captured 

quickly and require directing the pilot to get the correct angle of approach. Works independently; 

solves most problems through consultations with more experienced photographers, if available, or 

through reference sources. 

 

Photographer IV            

Functional Responsibility:  Uses special-purpose cameras and related equipment for assignments in 

which the photographer usually makes all the technical decisions, although the objective of the pictures 

is determined by operating officials. Conceives and plans the technical photographic effects desired by 

operating officials and discusses modifications and improvements to their original ideas in light of the 

potential and limits of the equipment. Improvises photographic methods and techniques or selects and 

alters secondary photographic features (e.g., scenes, backgrounds, colors, lighting). Many assignments 

afford only one opportunity to photograph the subject. Typical examples of equipment used at this 

level include ultra-high speed, motion picture production, studio television, animation cameras, 

specialized still and graphic cameras, electronic timing and triggering devices, etc. 

 

Photographer V            

Functional Responsibility:  As a top technical expert, exercises imagination and creative ability in 

response to photography situations requiring novel and unprecedented treatment. Typically performs 

one or more of the following assignments: (1) develops and adapts photographic equipment or 

processes to meet new and unprecedented situations, e.g., works with engineers and physicists to 

develop and modify equipment for use in extreme conditions such as excessive heat or cold, radiation, 

high altitude, under water, wind and pressure tunnels, or explosions; (2) plans and organizes the overall 

technical photographic coverage for a variety of events and developments in phases of a scientific, 

industrial, medical, or research project; or (3) creates desired illusions or emotional effects by 

developing trick or special effects photography for novel situations requiring a high degree of ingenuity 

and imaginative camera work to heighten, simulate, or alter reality. 

 

Surveying Technician (Instrument Person; Surveyor Assistant, Instruments)    

Functional Responsibility:  Obtains data pertaining to angles, elevations, points, and contours used 

for map making, mining, or other purposes, using alidade, level, transit, plane table, theodolite, 

electronic distance measuring equipment, and other surveying instruments. Compiles notes, sketches, 

and records of data obtained and work performed. Directs work of subordinate members of survey 

team. 
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SIN 736 – 5 

Accounting Support            

Minimum/General Experience: 7 Years 

Minimum Education: Bachelor's Degree, designation of CPA may be required 

Functional Responsibility:  Responsible for managing the general accounting function. Oversees the 

completion of ledger accounts and financial statements. Relies on experience and judgment to plan and 

accomplish goals. Familiar with a variety of the field's concepts, practices, and procedures. Performs a 

variety of tasks. A wide degree of creativity and latitude is expected. Manages the general accounting 

staff and typically reports to top accounting officer. 

 

Attorney I (Legal Services)           

Minimum/General Experience: 0-3 Years 

Minimum Education: Must be a graduate of an accredited law school  

Functional Responsibility:  Prepares and examines contracts involving leases, licenses, purchases, 

sales, insurance, etc. Provides legal advice to an organization and participates in major legal actions.  

 

Attorney II (Legal Services)           

Minimum/General Experience: 2-5 Years and admitted into the state bar 

Minimum Education: Must be a graduate of an accredited law school  

Functional Responsibility:  Prepares and examines contracts involving leases, licenses, purchases, 

sales, insurance, etc. Provides legal advice to an organization and participates in major legal actions. 

 

Attorney III (Legal Services)          

Minimum/General Experience: 5-8 Years and admitted into the state bar 

Minimum Education: Must be a graduate of an accredited law school  

Functional Responsibility:  Prepares and examines contracts involving leases, licenses, purchases, 

sales, insurance, etc. Provides legal advice to an organization and participates in major legal actions.  

 

Audit Support            

Minimum/General Experience: 8 Years 

Minimum Education: May require a Bachelor's Degree in area of specialty  

Functional Responsibility:  Oversees the auditing of accounting and financial data of various 

departments within an organization. Assists in the design and administration of audit policy and 

procedure within the organization. Familiar with a variety of the field's concepts, practices, and 

procedures. Relies on extensive experience and judgment to plan and accomplish goals. Performs a 

variety of tasks. Leads and directs the work of others. A wide degree of creativity and latitude is 

expected. Typically reports to top management. 

 

Contract Administration Manager          

Minimum/General Experience: 5 Years 

Minimum Education: Bachelor's Degree 

Functional Responsibility:  Prepares proposals, negotiates contracts, and administers commercial and 

government contracts in accordance with company policies and legal requirements. Familiar with a 

variety of the field's concepts, practices, and procedures. Relies on extensive experience and judgment 

to plan and accomplish goals. Performs a variety of tasks. May lead and direct the work of others. A 

wide degree of creativity and latitude is expected. Typically reports to top management. 
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Contracts Specialist I           

Minimum/General Experience: 0-2 Years 

Minimum Education: Bachelor's Degree 

Functional Responsibility:  Aids in the preparation of contractual provisions and the administration of 

contract proposals. Responsible for preparing bids and negotiating specifications and contractual 

provisions. Familiar with standard concepts, practices, and procedures within a particular field. Relies 

on limited experience and judgment to plan and accomplish goals. Performs a variety of tasks. Works 

under direct supervision; typically reports to a manager. 

 

Contracts Specialist II           

Minimum/General Experience: 2-4 Years 

Minimum Education: Bachelor's Degree 

Functional Responsibility:  Aids in the preparation of contractual provisions and the administration of 

contract proposals. Responsible for preparing bids and negotiating specifications and contractual 

provisions. Familiar with standard concepts, practices, and procedures within a particular field. Relies 

on experience and judgment to plan and accomplish goals. Performs a variety of tasks. Works under 

general supervision; typically reports to a manager. 

 

Contracts Specialist III           

Minimum/General Experience: 4 Years 

Minimum Education: Bachelor's Degree 

Functional Responsibility:  Aids in the preparation of contractual provisions and the administration of 

contract proposals. Responsible for preparing bids and negotiating specifications and contractual 

provisions. Familiar with standard concepts, practices, and procedures within a particular field. Relies 

on experience and judgment to plan and accomplish goals. Performs a variety of complex tasks. Works 

under general supervision; typically reports to a manager. 

 

Contracts Specialist IV           

Minimum/General Experience: 6 Years 

Minimum Education: Bachelor's Degree 

Functional Responsibility:  Aids in the preparation of contractual provisions and the administration of 

contract proposals. Responsible for preparing bids and negotiating specifications and contractual 

provisions. Familiar with standard concepts, practices, and procedures within a particular field. Relies 

on experience and judgment to plan and accomplish goals. Performs a variety of tasks. Works under 

general supervision; typically reports to a manager. 

 

Contracts Specialist V           

Minimum/General Experience: 8 Years 

Minimum Education: Bachelor's Degree 

Functional Responsibility:  Aids in the preparation of contractual provisions and the administration of 

contract proposals. Responsible for preparing bids and negotiating specifications and contractual 

provisions. Familiar with standard concepts, practices, and procedures within a particular field. Relies 

on experience and judgment to plan and accomplish goals. Performs a variety of complex tasks. Works 

under general supervision; typically reports to a manager. 

 

Copywriter I (Printing and Publishing)         

Minimum/General Experience: 0-2 Years 

Minimum Education: May require a Bachelor's Degree  
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Functional Responsibility:  Writes, proofreads, and edits copy brochures/print and other forms of 

documents. Has knowledge of commonly-used concepts, practices, and procedures within a particular 

field. Relies on instructions and pre-established guidelines to perform the functions of the job. Works 

under immediate supervision. Primary job functions do not typically require exercising independent 

judgment. Typically reports to a supervisor or manager. 

 

Copywriter II (Printing and Publishing)         

Minimum/General Experience: 2-4 Years 

Minimum Education: May require a Bachelor's Degree 

Functional Responsibility:  Writes, proofreads, and edits copy brochures/print and other forms of 

documents. Has knowledge of commonly-used concepts, practices, and procedures within a particular 

field. Relies on instructions and pre-established guidelines to perform the functions of the job. Works 

under immediate supervision. Primary job functions do not typically require exercising independent 

judgment. Typically reports to a supervisor or manager. 

 

Copywriter III (Printing and Publishing)         

Minimum/General Experience: 4-6 Years 

Minimum Education: Bachelor's Degree 

Functional Responsibility:  Writes, proofreads, and edits copy brochures/print and other forms of 

documents. Familiar with a variety of the field's concepts, practices, and procedures. Relies on limited 

experience and judgment to plan and accomplish goals. Performs a variety of tasks. May report to an 

executive or a manager. A wide degree of creativity and latitude is expected. 

 

Copywriter IV (Printing and Publishing)         

Minimum/General Experience: 6-8 Years 

Minimum Education: Bachelor's Degree 

Functional Responsibility:  Writes, proofreads, and edits copy brochures/print and other forms of 

documents. Familiar with a variety of the field's concepts, practices, and procedures. Relies on 

extensive experience and judgment to plan and accomplish goals. Performs a variety of tasks. Leads 

and directs the work of others. A wide degree of creativity and latitude is expected. May report to an 

executive or a manager. 

 

Editor (Printing and Publishing)          

Minimum/General Experience: 2-4 Years 

Minimum Education: Bachelor's Degree 

Functional Responsibility:  Writes, edits, proofreads, and copyedits a variety of documents. Plans and 

prepares stories for dissemination. Familiar with standard concepts, practices, and procedures within a 

particular field. Relies on limited experience and judgment to plan and accomplish goals. Performs a 

variety of tasks. Works under general supervision; typically reports to a supervisor or manager. A 

certain degree of creativity and latitude is required. 

 

Editor, Sr. (Printing and Publishing)         

Minimum/General Experience: 4 Years 

Minimum Education: Bachelor's Degree 

Functional Responsibility:  Writes, edits, proofreads, and copyedits a variety of documents. Plans and 

prepares stories for dissemination. Familiar with a variety of the field's concepts, practices, and 

procedures. Relies on experience and judgment to plan and accomplish goals. Performs a variety of 

tasks. May direct and lead the work of others. Typically reports to a manager or head of a 

unit/department. A wide degree of creativity and latitude is expected. 
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Graphic Artist            

Minimum/General Experience: 2-4 Years 

Minimum Education: May require a Bachelor's Degree or its equivalent 

Functional Responsibility:  Uses knowledge of current graphic design software to produce graphic art 

and visual materials for promotions, advertisements, films, packaging, and informative and 

instructional material through a variety of media outlets such as websites and CD-ROMs. Generates 

and manipulates graphic images, animations, sound, text and video into consolidated and seamless 

multimedia programs. Must remain abreast of technological advances in the field and be able to 

identify areas of use in the organization. Familiar with standard concepts, practices, and procedures 

within a particular field. Relies on limited experience and judgment to plan and accomplish goals. 

Performs a variety of tasks. Works under general supervision; typically reports to a supervisor or 

manager. A great deal of creativity and latitude is expected. 

 

Instructor             

Functional Responsibility:  Teaches courses in one or more subjects in commercial, governmental, 

industrial or service establishments. Prepares instructional program in accordance with training or other 

course requirements, assembling materials to be presented. Instructs students in the theoretical and 

practical aspects covering the subjects being taught. Utilizes such teaching methods as individual 

coaching, group discussions, lectures, demonstrations, seminars, and workshops. Selects or develops 

teaching aids such as wall charts, prepared notes, tape recordings, radio, television, films, film strips, 

and training handbooks. Supervises practical work carried out by students, and assists them at points of 

difficulty. Tests students to evaluate their learning progress and to evaluate effectiveness of instruction. 

Compiles assessment report regarding each student. May arrange visits to or periods of employment in 

real-work situations to reinforce instruction. 

 

Lead Contract Specialist I           

Minimum/General Experience: 15 Years 

Minimum Education: Bachelor's Degree  

Functional Responsibility:  Plans and directs all aspects of an organization's contract administration 

function. Works closely with organization's legal department to develop proposals, oversee preparation, 

and monitor progress. Familiar with a variety of the field's concepts, practices, and procedures. Relies 

on extensive experience and judgment to plan and accomplish goals. Performs a variety of tasks. Leads 

and directs the work of others. A wide degree of creativity and latitude is expected. Typically reports to 

top management. 

 

Lead Contract Specialist II           

Minimum/General Experience: 10 Years 

Minimum Education: Bachelor's Degree 

Functional Responsibility:  Plans and directs all aspects of an organization's contract administration 

function. Works closely with organization's legal department to develop proposals, oversee preparation, 

and monitor progress. Familiar with a variety of the field's concepts, practices, and procedures. Relies 

on extensive experience and judgment to plan and accomplish goals. Performs a variety of tasks. Leads 

and directs the work of others. A wide degree of creativity and latitude is expected. Typically reports to 

top management. 
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Lead Contract Specialist III           

Minimum/General Experience: 15 Years 

Minimum Education: Bachelor's Degree 

Functional Responsibility:  Plans and directs all aspects of an organization's contract administration 

function. Works closely with organization's legal department to develop proposals, oversee preparation, 

and monitor progress. Familiar with a variety of the field's concepts, practices, and procedures. Relies 

on extensive experience and judgment to plan and accomplish goals. Performs a variety of tasks. Leads 

and directs the work of others. A wide degree of creativity and latitude is expected. Typically reports to 

top management. 

 

Paralegal/Legal Assistant I           

Functional Responsibility:  Work is performed under close supervision, with required assistance 

readily available. Work includes, typically, several of the following duties: Consults prescribed sources 

of information for facts relating to matters of interest to the program; Reviews documents to extract 

selected data and information relating to specific items; Reviews and summarizes information in 

prescribed format on case precedent and decisions; Searches and extracts legal references in libraries 

and computer-data banks; Attends hearings or court appearances to become informed on administrative 

and/or court procedures and the status of cases, and where necessary, assists in the presentation of 

charts and other visual information. 

 

Paralegal/Legal Assistant II           

Functional Responsibility:  At this level, the incumbent, exercises more independent judgment than at 

the level I position. In this capacity the incumbent:  

 Reviews case materials to become familiar with questions under consideration; 

 Searches for and summarizes relevant articles in trade magazines, law reviews, published 

studies, financial reports, and similar materials for use of attorneys in the preparation of 

opinions, briefs, and other legal documents; 

 Prepares digests of selected decisions or opinions which incorporate legal references and 

analyses of precedents involved in areas of well-defined and settled points of law; 

 Interviews potential witnesses and prepares summary interview reports for the attorney's 

review; 

 Participates in pre-trial witness conferences, notes possible deficiencies in case materials (e.g., 

missing documents, conflicting statements) and additional issues or other questionable matters, 

and requests further investigation by other agency personnel to correct possible deficiencies or 

personally conducts limited investigations at the pre-trial stage; 

 Prepares and organizes trial exhibits, as required, such as statistical charts and photographic 

exhibits; 

 Verifies citations and legal references on prepared legal documents; 

 Prepares summaries of testimony and depositions; 

 Drafts and edits non-legal memoranda, research reports and correspondence relating to cases. 

 

Paralegal/Legal Assistant III          

Functional Responsibility:  At this level, participates in the development of cases by performing the 

following functions: 

 Analyzes and evaluates case files against litigation worthiness standards; 

 Notes and corrects case file deficiencies (e.g., missing documents, inconsistent material, leads 

not investigated) before sending the case on to the concerned trial attorney; 
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 Reviews and analyzes available precedents relevant to cases under consideration for use in 

presenting case summaries to trial attorneys; 

 Gathers, sorts, classifies, and interprets data to discover patterns of possible discriminatory 

activity; 

 Interviews relevant personnel and potential witnesses to gather information; 

 Reviews and analyzes relevant statistics; 

 Performs statistical evaluations such as standard deviations, analyses of variance, means, 

modes, and ranges as supporting data for case litigation; 

 Consults with statistical experts on reliability evaluations; 

 May testify in court concerning relevant data. 

 

Paralegal/Legal Assistant IV          

Functional Responsibility:  At this level, assists in the evaluation, development and litigation of cases 

by performing the following duties: 

 Examines and evaluates information in case files, for case litigation worthiness and appropriate 

titles of law; 

 Determines the need for additional information, independent surveys, evidence, and witnesses, 

and plans a comprehensive approach to obtain this information; 

 Through on-site visits, interviews, and review of records on operations, looks for and evaluates 

the relevance and worth of evidence; 

 Selects, summarizes, and compiles comparative data to examine and evaluate respondent's 

deficiencies in order to provide evidence of illegal practices or patterns; 

 Reviews economic trends and forecasts at the national and regional level to evaluate the impact 

of successful prosecution and potential remedial provisions of ongoing investigations and 

litigation; 

 Identifies types of record keeping systems and types of records maintained which would be 

relevant. Gathers, sorts, and interprets data from various record systems including computer 

information systems. 

 

Personnel Analyst            

Minimum/General Experience: 5 Years 

Minimum Education: May require an Associate's Degree or its equivalent  

Functional Responsibility:  Provides support in functional areas of a human resources department, 

which may include recruitment and employment, personnel records, employee and/or labor relations, 

job evaluation, compensation management, benefits administration, organization development and 

training. Familiar with a variety of the field's concepts, practices, and procedures. Relies on experience 

and judgment to plan and accomplish goals. Performs a variety of tasks. May lead and direct the work 

of others. A wide degree of creativity and latitude is expected. Typically reports to a supervisor or 

manager. 

 

Procurement Analyst           

Minimum/General Experience: 5 Years 

Minimum Education: High School Diploma or equivalent 

Functional Responsibility:  Supervises the daily activities of the purchasing function. Reviews 

purchasing decisions, orders and vendor contracts. Oversees the ordering of materials and supplies 

from vendors. Familiar with a variety of the field's concepts, practices, and procedures. Relies on 

experience and judgment to plan and accomplish goals. Supervises clerks, buyers and assistant buyers 

to ensure timely and accurate completion of work. Typically reports to the Purchasing Manager 
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Procurement Clerk            

Minimum/General Experience: 0-2 Years 

Minimum Education: High School Diploma or equivalent 

Functional Responsibility:  Creates purchase orders for the acquisition of materials. Researches, 

interviews, and negotiates with suppliers to obtain prices and specifications. Provides routine 

administrative support. Familiar with a variety of the field's concepts, practices, and procedures. Relies 

on experience and judgment to plan and accomplish goals. Performs a variety of complicated tasks. 

Typically reports to a manager. A wide degree of creativity and latitude is expected. 

 

Procurement Manager           

Minimum/General Experience: 8 Years 

Minimum Education: Bachelor's Degree 

Functional Responsibility: Responsible for all purchases by the organization. Evaluates and approves 

vendors and authorizes purchase orders for goods or services. Relies on experience and judgment to 

plan and accomplish goals. May manage a staff of buyers and typically reports to a purchasing manager 

 

Program Manager I            

Minimum/General Experience: 2-4 Years 

Minimum Education: May require Bachelor's Degree  

Functional Responsibility:  Coordinates and monitors the scheduling, pricing, and technical 

performance of company programs. Responsibilities also include aiding in the negotiation of contracts 

and contractual changes and coordinating preparations of proposals, plans, specifications, and financial 

conditions of contracts. Develops new business and expands product line. Ensures adherence to master 

plans and schedules, develops solutions to program problems. Ensures projects are completed on time 

and within budget. Acts as consultant to program team regarding projects, tasks, and operations. 

Familiar with standard concepts, practices, and procedures within a particular field. Relies on extensive 

experience and judgment to plan and accomplish goals. Performs a variety of complex tasks. A certain 

degree of creativity and latitude is required. Typically reports to a unit/department head. 

 

Program Manager II            

Minimum/General Experience: 4-6 Years 

Minimum Education: May require Bachelor's Degree 

Functional Responsibility:  Coordinates and monitors the scheduling, pricing, and technical 

performance of company programs. Responsibilities also include aiding in the negotiation of contracts 

and contractual changes and coordinating preparations of proposals, plans, specifications, and financial 

conditions of contracts. Develops new business and expands product line. Ensures adherence to master 

plans and schedules, develops solutions to program problems. Ensures projects are completed on time 

and within budget. Acts as consultant to program team regarding projects, tasks, and operations. 

Familiar with standard concepts, practices, and procedures within a particular field. Relies on extensive 

experience and judgment to plan and accomplish goals. Performs a variety of complex tasks. A certain 

degree of creativity and latitude is required. Typically reports to a unit/department head.  

 

Program Manager III           

Minimum/General Experience: 6-8 Years 

Minimum Education: May require Bachelor's Degree 

Functional Responsibility:  Coordinates and monitors the scheduling, pricing, and technical 

performance of company programs. Responsibilities also include aiding in the negotiation of contracts 

and contractual changes and coordinating preparations of proposals, plans, specifications, and financial 
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conditions of contracts. Develops new business and expands product line. Ensures adherence to master 

plans and schedules, develops solutions to program problems. Ensures projects are completed on time 

and within budget. Acts as consultant to program team regarding projects, tasks, and operations. 

Familiar with standard concepts, practices, and procedures within a particular field. Relies on extensive 

experience and judgment to plan and accomplish goals. Performs a variety of complex tasks. A certain 

degree of creativity and latitude is required. Typically reports to a unit/department head.  

 

Project Manager I            

Minimum/General Experience: 2-4 Years 

Minimum Education: May require Bachelor's Degree 

Functional Responsibility:  Responsible for the coordination and completion of projects. Oversees all 

aspects of projects. Sets deadlines, assigns responsibilities, and monitors and summarizes progress of 

project. Prepares reports for upper management regarding status of project. Familiar with a variety of 

the field's concepts, practices, and procedures. Relies on limited experience and judgment to plan and 

accomplish goals. Performs a variety of tasks. Leads and directs the work of others. A wide degree of 

creativity and latitude is expected. Typically reports to a manager or head of a unit/department. 

 

Project Manager II            

Minimum/General Experience: 4-7 Years 

Minimum Education: May require Bachelor's Degree 

Functional Responsibility:  Responsible for the coordination and completion of projects. Oversees all 

aspects of projects. Sets deadlines, assigns responsibilities, and monitors and summarizes progress of 

project. Prepares reports for upper management regarding status of project. Familiar with a variety of 

the field's concepts, practices, and procedures. Relies on extensive experience and judgment to plan 

and accomplish goals. Performs a variety of tasks. Leads and directs the work of others. A wide degree 

of creativity and latitude is expected. 

 

Project Manager III            

Minimum/General Experience: 6 Years 

Minimum Education: May require Bachelor's Degree 

Functional Responsibility:  Leads the project or multiple tasks and retains overall responsibility for 

performance including cost, schedule, deliverables and contractual compliance. Provides the interface 

to the customer and other project leaders. May work under a Program Manager for multiple projects. 

Identifies, acquires, and utilizes company resources to achieve project objectives. Establishes priorities, 

task assignment and completion. Ensures quality and productivity standards are maintained while 

meeting project/client deadlines and budget constraints. Serves as the client liaison on all project 

matters. Performs a quality assurance role to ensure timely delivery of all specified deliverables, and 

compliance with government regulations, codes and GCS policy and procedures. Participates in 

contract negotiations.  

 

Security Specialist            

Minimum/General Experience: 4 Years 

Minimum Education: High School Diploma or equivalent 

Functional Responsibility:  Classifies, files, audits, receives, distributes, tracks and maintains system 

of classified and unclassified company documents according to established procedures and standards 

for security and document organization. Familiar with standard concepts, practices, and procedures 

within a particular field. Relies on experience and judgment to plan and accomplish goals. Performs a 

variety of tasks. Works under general supervision. Typically reports to a supervisor or manager. 
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Speech Writer (Printing and Publishing)         

Minimum/General Experience: 4 Years 

Minimum Education: Bachelor's Degree  

Functional Responsibility:  Prepares and/or writes speeches, briefings, and other documents for key 

executive corporate positions. Familiar with a variety of the field's concepts, practices, and procedures. 

Relies on experience and judgment to plan and accomplish goals. Performs a variety of tasks. May 

report to an executive or a manager. A wide degree of creativity and latitude is expected. 

 

Subject Matter Expert I – VII          

Functional Responsibility:  Confers with client executive management using line of business 

expertise to define the client’s strategic business goals, and advises in the reengineering of business 

processes to meet these goals. Has demonstrated relevant experience in one or more areas to include: 

telecommunications, ADP, systems design or engineering, clinical research, finance and budgeting, 

logistics, market research, intelligence support, contracting and procurement, occupations and 

personnel management. Analyzes client requirements and recommends development, management or 

acquisition strategies. Assists clients in developing strategic plans and concepts. Advises clients on the 

impact of new legislation or new technologies that are relevant to their organization. Recognized in the 

professional community as an “expert” in the technical/specialty area being addressed. 

 

Subject Matter Expert I 

Minimum/General Experience: 6-8 Years 

Minimum Education: Bachelor's Degree 

 

Subject Matter Expert II 

Minimum/General Experience: 8-10 Years 

Minimum Education: Bachelor's Degree 

 

Subject Matter Expert III 

Minimum/General Experience: 10 Years 

Minimum Education: Bachelor's Degree 

 

Subject Matter Expert IV 

Minimum/General Experience: 12 Years 

Minimum Education: Bachelor's Degree 

 

Subject Matter Expert V 

Minimum/General Experience: 15 Years 

Minimum Education: Bachelor's Degree 

 

Subject Matter Expert VI 

Minimum/General Experience: 18 Years 

Minimum Education: Bachelor's Degree 

 

Subject Matter Expert VII 

Minimum/General Experience: 20 Years 

Minimum Education: Bachelor's Degree 
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Systems Analyst I            

Minimum/General Experience: 0-2 Years 

Minimum Education: May require an Associate's Degree  

Functional Responsibility:  Reviews, analyzes, and evaluates business systems and user needs. 

Formulates systems to parallel overall business strategies. Has knowledge of commonly-used concepts, 

practices, and procedures within a particular field. Relies on instructions and pre-established guidelines 

to perform the functions of the job. Works under immediate supervision. Primary job functions do not 

typically require exercising independent judgment. Typically reports to a manager. 

 

Systems Analyst II            

Minimum/General Experience: 2-4 Years 

Minimum Education: May require an Associate's Degree 

Functional Responsibility:  Reviews, analyzes, and evaluates business systems and user needs. 

Formulates systems to parallel overall business strategies. Writes detailed description of user needs, 

program functions, and steps required to develop or modify computer programs. Familiar with 

relational database concepts, and client-server concepts. Relies on limited experience and judgment to 

plan and accomplish goals. Performs a variety of tasks. Works under general supervision; typically 

reports to a project leader or manager. A certain degree of creativity and latitude is required. 

 

Systems Analyst III            

Minimum/General Experience: 4-6 Years 

Minimum Education: May require a Bachelor's Degree  

Functional Responsibility:  Reviews, analyzes, and evaluates business systems and user needs. 

Formulates systems to parallel overall business strategies. Writes detailed description of user needs, 

program functions, and steps required to develop or modify computer programs. Familiar with 

relational database concepts, and client-server concepts. Relies on experience and judgment to plan and 

accomplish goals. Performs a variety of complicated tasks. May report directly to a project lead or 

manager. A wide degree of creativity and latitude is expected. 

 

Systems Analyst IV            

Minimum/General Experience: 6-8 Years 

Minimum Education: Bachelor's Degree  

Functional Responsibility:  Reviews, analyzes, and evaluates business systems and user needs. 

Formulates systems to parallel overall business strategies. Writes detailed description of user needs, 

program functions, and steps required to develop or modify computer programs. Familiar with a variety 

of the field's concepts, practices, and procedures. Relies on extensive experience and judgment to plan 

and accomplish goals. Performs a variety of tasks. A wide degree of creativity and latitude is expected. 

Typically reports to a manager or head of a unit/department. 

 

Technical Writer            

Functional Responsibility:  Develops, writes, and edits material for reports, manuals, briefs, 

proposals, instruction books, catalogs, and related technical and administrative publications concerned 

with work methods and procedures, and installation, operation, and maintenance of machinery and 

other equipment. Receives assignment from supervisor. Observes production, developmental, and 

experimental activities to determine operating procedure and detail. Interviews production and 

engineering personnel and reads journals, reports, and other material to become familiar with product 

technologies and production methods. Reviews manufacturer's and trade catalogs, drawings and other 

data relative to operation, maintenance, and service of equipment. Studies blueprints, sketches, 

drawings, parts lists, specifications, mockups, and product samples to integrate and delineate  
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technology, operating procedure, and production sequence and detail. Organizes material and 

completes writing assignment according to set standards regarding order, clarity, conciseness, style, 

and terminology. Reviews published materials and recommends revisions or changes in scope, format, 

content, and methods of reproduction and binding. May maintain records and files of work and 

revisions. May select photographs, drawings, sketches, diagrams, and charts to illustrate material. May 

assist in laying out material for publication. May arrange for typing, duplication and distribution of 

material. May write speeches, articles, and public or employee relations releases. May edit, standardize, 

or make changes to material prepared by other writers or plant personnel. May specialize in writing 

material regarding work methods and procedures. 

 

Trainer I             

Minimum/General Experience: 0-3 Years 

Minimum Education: Bachelor's Degree  

Functional Responsibility:  Conducts company training programs. Monitors and reports the 

effectiveness of training on employees during the orientation period and for career development.  

Has knowledge of commonly-used concepts, practices, and procedures within a particular field. Relies 

on instructions and pre-established guidelines to perform the functions of the job. Works under 

immediate supervision. Primary job functions do not typically require exercising independent 

judgment. Typically reports to a manager. 

 

Trainer II             

Minimum/General Experience: 2-5 Years 

Minimum Education: Bachelor's Degree 

Functional Responsibility:  Participates in, and conducts company training programs. Monitors and 

reports the effectiveness of training on employees during the orientation period and for career 

development. May be involved in initial plan design and existing plan enhancements. Familiar with 

standard concepts, practices, and procedures within a particular field. Relies on limited experience and 

judgment to plan and accomplish goals. Performs a variety of tasks. Works under general supervision; 

typically reports to a manager. A certain degree of creativity and latitude is required. 

 

Trainer III             

Minimum/General Experience: 4-8 Years 

Minimum Education: Bachelor's Degree 

Functional Responsibility:  Designs and conducts company training programs. Monitors and reports 

the effectiveness of training on employees during the orientation period and for career development. 

May be involved in initial plan design and existing plan enhancements. Familiar with a variety of the 

field's concepts, practices, and procedures. Relies on experience and judgment to plan and accomplish 

goals. Performs a variety of complicated tasks. May report directly to an executive or head of a 

unit/department. A wide degree of creativity and latitude is expected. 

 

Trainer IV             

Minimum/General Experience: 8 Years 

Minimum Education: Bachelor's Degree 

Functional Responsibility:  Designs and conducts company training programs. Monitors and reports 

the effectiveness of training on employees during the orientation period and for career development. 

Involved in initial plan design and existing plan enhancements. Familiar with a variety of the field's 

concepts, practices, and procedures. Relies on extensive experience and judgment to plan and 

accomplish goals. Performs a variety of tasks. A wide degree of creativity and latitude is expected. 

Typically reports to a supervisor or manager.  


